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PURPOSE

HISTORY

As a result :f the Texas Advisory Council for Technical-Vocational

Education's recommendatior the State Board -f Education, a legislative

mandate provided funds, through Texas Education Agency, to be used for

the purpose of developing a system of follow up of students who enter a

Texas public junior college. Tar ant County Junior College was awarded

the contract and was charged with the responsibility of developing such

a system.

Seven other Texas junior colleges received subcontracts from Tarrant

Cou- y Junior College to assist in developing various sections of Project

Follow Up. San Antonio College was chosen to develop and recommend a

follow-up system for all graduates.

GENERAL_OBJECTIVES

The objectives wer_ to design, test, and develop a follow-up module

on all academic and vocational-technical graduates in order that:

A. A standard follow-up system, adaptable to each college's
individual needs, can be developed for all community
colleges.

B. The local college administration can use the resulting
information in its decision making procesEz6 for insti-
tutional planning.
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The colleges can be facilitated in the collection, identi-
fication, and reporting of statistics to local, state, and
federal agencies.

Department chairpersons can use the information oLtai-ed
for evalua ion and necessary program modification.

SPECIFIC OB ECTIVES

Prepare students for future follow up through the use of
various methods and techniques.

Establish the exact time that a graduate should be followed
up.

Determine the extent to which a graduate should be followed
up in relation to whom should be contacted for the best and
most correct information.

Design, develop, and test the fea- bi ity of various instru-
ments for effective follow up.

E. Determine types of information needed from the follow-up
studies.

F. Develop methods of information ret ievel.

G. Design, develop, and test various manual and automated record-
keeping and information storing devices.

Evaluate the relationship of follow-up information and program
goals.

Deter 'ne the relationship of ollow-up information and insti-
tutional goals

J. Develop a system of reporting information gained from the
research to the desired departments and administration for
local decision making.

8
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FOLLOW UP OF 1972 1973 1974 GRAIUATES

(fAILL_ER112w_li)

STATEMENT OF ACTIVITIES

Before the contract actually began, the staff for this office was

selected, the office established, and the outline of activities developed.

This p ior planning allowed us to immediately begin the iain p rtion of

our subcontract.

The first activIty consisted of gathering as much information as

possible from many locations. This included writing many different agen-

cies in various states in order to obtain information'on what had already

been tried, tested, and accomplished. After much research in these areas,

we decided to use parts of several successful follow-up studies rather

than to do extensive testIng of our own ideas, forms, and research methods.

Upon the completion of our instrument for follow-up research, we con-

centrated our efforts on developing a long-range plan for our follow-up

activities.

OCEDIJRES IND TiEVELOPNENT 0 NSTRUKENT

Because this subcontra tor had only limited experience in follow-up

research, we decided the first step was to soe "what everyone else was

doing." Many local, state, and federal agencies responded with enthusie

Much research in the area of development of a system of follow up for

graduates eithe- had been completed or was in the process. Many diffe: nt

10



ideas have been tested with various types and styles of response-gathering

devices. The questionnaire seemed to be the method used by most of the

researchers.

All department chairpersons at San Antonio College were personally

contacted in order to get them involved in the follow-up process. They

were asked to contribute ideas and suggestions as to what was felt ought

to be included in a follow-up instrument. The majority of the responses

were both positive and helpful.

Letters were written to all the community colleges in Texas asking

their opinions as to wha= should he included on a follow up and how

a follow up should be conducted.

As the vast amount of printed material has come through this office,

it has been read, and the suggestions and comments have been written down.

These suggestions were categorized into the following topics: preplanning,

conditioning of students, cover letter, design of questionnaire, pretesting,

questionnaire follow up, bias, and information analysis. (See Appendix A)

This researcher feels that before a follow up research program is begun,

the researcher should spend quite a bit of time directing his effor

toward seeking past activities, comments, and suggestions of other re-

searchers and incorpo sting the valid results into his own research. This is

much more advantageous than using the ial-and-error method in experi-enting

and developing a follow-up system.

Although our original plan was to design and develop our own follow-

up questionnaire, so many good ones were already available that we decided

to adopt the best ideas and techniques from those. After our final

questionnaire was completed, it was tes=ed on several graduates who were

then employed at SAC. After a personal interview with each cooper_ ing

11



6

graduate, a few questions and comments were rephrased. Then the question-

naire was resubmi ted to the same graduates. After a completely positive

response was received, a final copy of the research instrument was printed.

(See Appendix B)

During the completion of the final questionna re, the Project Sec

tary and Student Assistant obtained the names and addresses of all the

graduates during the school years 1972, 1973, and 1974 from the registrar's

office. Envelopes were addressed for each, using the last known address.

The questionnaire, along with a stamped, self-addressed return envelope,

was enclosed. The plan of strategy called for the questionnaire to be

bulk mailed on March 17, 1975. A daily tabulation of the number of re-

turned questionnaires was kept.

The list of g aduates whose questionnaires were returned because

wrong addresses or other reasons was taken to the registrar's office in

order to locate other addresses the students might have given. New ad-

ctreses were found for approxim- ely 30 percent of those retur ed. New

que-tionnaires were ma led to these new addresses by first-class nail.

The next step in the foll-w up called for a reminder card (Appendix C)

to be mailed during the week of April 7-11, 1975, to those graduates who

had not returned the questionnaire

Those graduates who did nOt reply to the questionnaire by April 21,

1975, were mailed another qu stionnair inder le e Appendix

C), explaining the importanre of the survey, and a self-addressed, stamped

return envelope. The research had a cut-off date of June 1, 1975, after

which time the questionnaires received were not used in this research.

There have been approximately 60 questionnaires ret- ned since the cut-

off date.

12



INFORMATION ANALYSIS

After the cut-off date, the returned questionnaires were separated

by the graduate's year of graduation and degree received. The responses

were then hand tabulated and the results recorded. These results, in table

form, are presented in Appendix D.

It is realized that this analysis is incomplete because of the

method of tabulation. The responses in each category were hand tabulated.

With this volume of stati tical date much more can be learned by the use

of a computer assisted method of tabulation. This allows for more extensive

compari on of Information gathered from those graduates who fall into the

various categories.

PROBLEM AREA

One problem that was encountered was the wrong mailing addresses for

the graduates, We had seven percent of our original mailing returaed.

There are at least three places on campus that have students' addresses.

It is possible for all three places to have different addresses. We u ed

the addresses given on the graduate's application for graduation. Solution:

Obtain permanent address" for each student at the time of his enrollment

into college. This address would be that of a parent or relative who would

be willing to forward the mail if -a current address was not known.

Question A-1 generated more indignation on the part of respondents

than any other. However, those of us who have to fill out federal and

state reports realize that this question is a must and that it needs to be

asked. Solution: Leave it as it is or determine the graduate's ethnic

background before he leaves the college from the application for graduation.

13



Question B-1 and B-2 created more problems for us than any other

question. Over twenty percent of the respondents were in error about the

date they graduated and/or the degree they received. Solution: Omit

these two questions. Because this information is already known, we should

code the questionnaire by using a number or color in order to recognize

the respondent's graduation date and degree with actually asking for them.

Questions B-5, 31-6, and B-7 had a lower frequency of response than the

other "mandatory" questions. We believe this was due to the placement of

the questions on Ole page. Solution: Redesign the questionnaire so that

all the questi ns are aligned on the left margin rather than some of them

starting at the center of the page.

There were two very important questions that were omitted from Section

They were, "Where do you work " and "What is your present job title?"

Solution: Ask these two questions.

Que n D-4 by itself is of limited validity. We need to know how

long a person has been on the job and how many years of experience they

have had. The highest paid respondents were policemen and firemen who had

been on the lob for quite some time. Solution: Ask how long they have

been on this job and how many years experience they have.

In question D-5, the most common response was omitted. Thds was, "I

was already employed before aitendin SAC." Slutia, 1ake this response

one of the answers.

ion E-1 needs rewording Some of the wording is ambiguous, and

the responses are not in the hest order from top to bottom. Solution:

W?wrirc the answer choices.

14
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Question E-4 does not give all the information that is needed

S- ution: Change the "yes" response to "Yes, I changed from to

Question E-6 is slanted toward the technical graduates. Solution:

Add more valid evaluative criteria for the academic graduates.

The follow-up letterand questionnaire created a small problem in

that it failed to inform the respondents to disregard the reminder

questionnaire if they had already returned the previous one. Many

espondents filled in and returned both questionnaires and then berated us

the comments section for poor recordkeeping. Solution: Tell them in

the cover letter of each reminder mailout that it is not necessary to com-

plete the second questionnaire if they have already mailed the first one.

Another problem area was the establishment of a cut-off date. We

established the original cut-off date of seven days after the last mailing.

Some later comments were that the graduate_ did not return the question-

naires because the cut-off date had already passed. We then extended our

final cut-off date to June 1, 1975, but did not inform the graduates of

that change. We received several additional responses after the cut-off

date. Solut on: Establish a time schedule but do not inform the graduates

f the cut-off date.

An area that was not asked about was the differentiation between the

graduates who were enrolled in the day and the evening division. At SAC

the day division and evening division enrollment is approximately the same

each e --ter. For better college planning, it would be good to know what

percent of the graduates Jpmpleted their education mainly in the evening

division as compared to the day division. Solution: Add the statement,

"While at SAC, I took most of my courses In the ( ) Day Division or in the

( ) Evening Divi i n."
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01 R AND DECEMBER 1974 GRAflUATES

(Second Follow up)

$TATEMENT op_AcrIvITIgs_

The second research activity consisted of nailing all technical

graduates a selt-addressed, stamped questionnaire card, which was to be

completed and returned. A cover letter of explanation was also included.

Because of the importance of gathering information om technical

graduates all of them were included in a series of four tailings. The

first mailout of 157 included a cover letter and a self-addressed, stamped

questionnaire card. The second mailout to those who had not responded was

a reminder post card. The third and fourth majiouts consisted of another

cover letter and a questionnaire card. Dy the cut-off date a total of 133

or 85% returned the card, four could not be located, and 20 did not respond.

The academic graduates were divided into four groups. Differenc mailing

procedures and contents were used for the different groups:

Groups A and B received a cover letter, a question a
pelf-addressed, stamped return envelope.

Groups C and D received the same as Groups A and B plus an
individual packet of instant coffee.

Ten days later, all the technical graduates and Croup B and D
received a reminder post card.

and a

Ten days later, all graduates who had not responded were mailed

another questionnaire, return envelope, and cover letter
(different from the first letter).

Ten days later, all graduates who had still not responded were
mailed another questionnaire, return envelope, and a strongly

worded cover letter.



12

This experimental system was used to try to determine the difference in

the percent of returns of the graduates who received reminder cards as com-

pared to those who did not receive a reminder card. Another experiment -a

used to try tO determine if there was any appreciable difference in the rate

of response bet-een those graduates who received a gimmick (individual

packets of coffee) as compared to those who did not receive same.

The following is a chart of :he procedures and results:

First Mailout

Group A (55) was mailed a questionnaire, cover letter, and return
envelope. Number returned--14 or 25% by second mail ng.

Group B (55) was mailed a questionnaire, cover letter, and return
envelope. Number returned-17 or 30% by second mail ng.

Group C (55) was mailed a questionnaire, cover letter, return
envelope, and an individual packet of Instant coffee. Number
returned-1S or 32% by second mailing.

Group D (55) was mailed a questionnaire cover letter, return
envelope, and art individual packet of instaat coffee. Number
returned-13 or 23% by second mailing.

AaLIJILL1L2ILI

Second Mailout

Group A was sent nothing. Three more were received by the t_ird
mailing. 'Total response--17 or 31%.

Group B was sent a reoinder postcard. Th rteen more were received
by the third mailing. Total response--30 or 55%.

Croup C was nont noUifng. Two mor
mailing. Tetal response-20 or 36%.

Grnu2 D wa
by the t

ceived by the third

sent a reminder postcard. Thirteen more were ree_ ved
_rd mailing. Total response-26 or 47%.
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Augus( 25, 1975

Third Meilout

All groups received a follow-up le ter, another questionnaire, and

another envelope. By the fourth mailout:

G oup A returned eight more responses. Total responses--25 or 45%.

Group B returned ten more responses. Total responses-40 or 73%.

Gr up C returned eight more resp nses. Total responses--28 or 51%.

Group D returned eight more responses. Total resporAes--34 or 62%.

aRtattniy_1211

Fourth Mailout

All groups received a strongly worded cover letter, another question-

naire form, and another return envelope. The resul were:

Group A returned twelve more responses. Total responses--37 or 67%.

Group B returned five more responses. . Total responses--45 or 82%.

Group C returned fifteen more responses. Total responses--43 or 78

Group D returned nine mo-- responses. Total responses--43 or 78%.

The above results lead us to these conclusions:

FIrst, the use of the gimmick (coffee) did not increase the rate
of return.

Second, the use of a reminder card gave an immediate increase in
the rate of return. However, the difference between the two
groups tended to decrease as further reminder questionnaires
were mailed. The average of the two groups that received the
card was 80% respou3e, but the averaee of the two groups who
did not receive the card was 73% response.

Third, a substantially higher rate of return can be achieved by
the use of a fourth mailout.

19
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PROBLEM AREA

The area of question that is open for dis ussion is the researcher

trying to,do more tLan one experiment In the same follow-up survey. One

experiment might have an affect on the outcome -f the other. One question

still remains: Would another copy of the questionnai=e be less, the same,

ore effective than the follow-up card in the second mailing of a survey?

2 0
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MAY 1975 GRADUATES

(Third Follow Up)

INTRODUCTION

After the completion of the first and during the Unal stages of

the Second follow-up experiments, plans were begun for a third follow-4

survey. The new ideas derived from the previous folio -up surveys

introduced Into the formulation of future plans for follow up.

REVISION OF QUESTIONNAIRE

were

The first step in getting ready fc the third follow up was to revise

the questionnaire. Several Questions were omitt d, some -ere re orded,

and a few were repo itioned on the page. See Appendix E for a copy of the

revised questionnaire. The questionnaire was designed so that the r Its

could be tabulated either by hand or by the use of computer fa ilitles.

D POSTORADUATION ORIENTATION EXPERIMENT

The purpose of this pre- and posrgraduation orientation and informa-

-ion system is twofold. Fi st. the information is stored for future use

for the completion of state and federal reports. Second, the orientation

aspect is begun with the b _ief that if a student is contacted prior to

the follow-up survey, with the purpose of the follo p survey explained,

there will be a higher response rate than if the student was not con-

tacted. It is also believed that the more individual contact the research

off -e has with the graduate the tallier the response rate will be.

2
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Because of this belief, a pre- and postgradoatio ientation and

information system, which included designing, testing* and developing a

computerized graduate information system has been unde rtaken and completed.

The official name is "Student Tracking Syste ". The c- puter services depart-

ment was asked to assist in the development of a comPuterized Program that

wo ld contain information on all graduates. This P rogram was c

the infor: tion gathering process began.

San Antonio College awards three degrees: Associate of Art, Associate

of Science, and the Associate of App lied Scie- e (techn

mpleted and

ical degree) in a

number of different fields. A Certificate of Completi on is also given to

those students who accumulate a total of sixty hours of college 0 k. This

area was not used because it ia not recognized by the college as a degree.

The list of the Associate of Arts graduates was divided into four groups

by numbering all the graduates on the list A, B, C, D, A, B, C* D, etc. The

"A" group was mailed a p egradua_ on letter of cengrat ulations* The "B" group

was mailed a postgraduation letter of congratulations. The "C" group was

called in for a pregraduation interview. The "D" group was not contacted at

all. In the Associate of Arta group, the Pregradua tibn and postgraduation

letters contained the graduation congratulations, a paragraph about the job

placement office, and a paragraph explaining the future plans for a follow-

p survey and the importance of lt. (See APPendix F)

In the Associate of Arts group a camper ison of the cost of both time and

supplies in contacting a graduate with a postgraduation congrat-1

and the pregraduation interview show these figu--

23
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POST GRADUATION LETTER

Supplies $ 8.96
Postage 6.40
Salary of a

Total

INTERVIEW

Salary of interviewer

Total

$35.36

$133 12

$133.12

In the light of the excessive cost of the interview method, and since

the difference in the rate of return between the interviewed group and the

postgraduation group is small, it is recommended that a postgraduation

letter be used instead of a personal interview.

The Associate of Science graduates were all mailed a postgraduation

letter of congratulations. This method of contact was used because of the

relatively small number of graduates who received this degree.

All graduates who were to receive the Associate of Applied Science

degree were called in for a pregraduation interview. The total group was

used instead of a select portion of it because of the various state and

federal reports which are required from this group each year. The majority

of the students who were called in for the pregraduation interview responded

to the call card sent to one of their teachers. Each graduate who responded

was asked to fill in a computerized questionnaire pertaining to his future

plans. The plans for a future follow-up survey were also discussed. The

remainder of the students who did not respond to the call card were called on

the phone and the que-'ionnaire filled out by the office staff. (Appendix 10

2 4
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FOR FOLLOW UF_OF GRADUATES

Upon completion of the revised ques-ionnaire and the pre- and post-

graduation orientation system, the time frame for follow up of graduates

was established. It was determined that the best system for our use would

be to mail the first questionnaire six months after graduation. This time

span was selected because the graduates who were working had been on the

job long enough to see the effects of their schooling at San Antonio College

had on their job. The graduates who continued on i- ADllege had been th -t

long enough to evaluate their background and training at San Antonio College

it related to their senior college. It was felt that a lag time of much

longer than six months -ould have a tendency to decrease the effect of the

graduates' tenure at San Antonio College and increase the possibility of

other va iables upon the graduates' responses.

METHODOLOGY

From the results of the first V40 follow-up experiments, the conclusion

was reached that the best -esponse could be obtained by the use of four

mailouts, with a period of ten days between each. It was also decided that

the follow-up period should extend over the Thanksgiving and Christmas

holidays in order to assure that the graduates who were away from home in

college would have an opportunity to receive the questionnaire and reply to it.

Because of the anticipated cost involved in mailing the questionnaire by

first-class mail, the decision was made to use bulk-rate mail for the first two

mailings and then use first-class mail for the last two. Following is a chart

showing tht cost comparison between using the above described system of mailing

and what the cost would have been if first-class mail had been used exclusively.

25



First Mailing

Second Mailing

Third Mailing

Fourth Mailing

BULK RATE
(Actual Cost)

20

Postage $37.24
Salary for extra work
required on bulk rate 34.31

Postage 18.63
Salary for extra work
required on bulk rate 13.50

Postage 35.28

Postage 23.00

Total $161.96

FIRST CLASS
(If used)

First Mailing Postage $ 79.14

Second Mailing Postage 46.84

Third Mailing Postage 35.28

Fourth Mailing Postage 23.00

Total $184.26-....--,

As can be seen from the above figures, the difference between the actual

cost by using bulk rate for the first two mailings and the cost if -e had

used first-class mail is only $22.50. There are other costs involved in

collecting follow-up data. One of these cos -s Is salary for getting ready

for the follow-up survey. However, this cost would be the same whether bulk-

rate or first class mail were to be used. There were other incidental costs

involved, but they, too, woujd he the same no matter which method of colleting

data was used.

On November 14, 1975, the revised questionnaire and a self-addressed,

stamped envelope was mailed to all 511 graduates. Printed on the outside of

the envelopes in the upper left hand corner was printed the w As "Correct

Address Requested" and "Return Po_tage Guaranteed". Th

26
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obtaining the correct address of any graduate who might have moved since

graduation date. It also guaranteed us that the undeliverable qu-- ion-

naires would be returned to us. By the end of ten days, 167 questionnaires

had been returned to us. This is a 32.7% response rate. Only. nine were

returned undeliverable. The registrars' files were checked for permanent

addresses. These nine were then remailed by f -st-class mail using the

graduates' permanent addresses.

On November 24, 1975, 344 reminder cards (Appendix C) were mailed by

bulk rate. Between this date and the next mailing date, 102 questionnaires

were returned to us. This is a 29.7% response rate or an accumulative

response -ate of 52.6%

On December 3, 1975, the third mailing of 242 was sent by first-

class mail. This mailing consisted of the same questionnaire as the first

mailing, a letter further explaining the importance of the survey (Appendix

C), and a stamped, self-addressed envelope. By the end of the ten day

response period, 86 additional questionnaires had been returned. This is a

response rate of 35.57. or an accumulative response rate of 69.5%.

On December 15, 1975, the fourth mailing of 156 was sent by first-

class mail. This mailing consisted of another copy of the same question-

naire, a strongly-worded reminder letter restating the importance of their

response (Appendix C), and another self-addressed, stamped return envelope.

The cut-off date of January 5, 1976, was chosen. By that date, 65 additional

responses had been received. This is a 41.7% response. Of the 511 question-

naires that were mailed originally, 420 were returned by the cut-off date

for a response rate of 82.2%. More of the returned questionnaires have

been mailed back to this office since the cut-off date.
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On the following charts is a breakdown of the number and percent of

responses shown by the degree received from San Antonio College. The

respondents who received the Associate of Arts degree were broken down

into the four groups used for the pre- and postgraduation orientation

experiment.

ASSOCIATE OF ARTS

GROUP A PREGRADUATION LETTER OF CONGRATULATIONS

Mailed 64 questionnaires
Returned .... 49 76.6%
Not returned 15 23.4%

GROUP B POSTGRADUATION LETTER OF CONGRATULATIONS

Mailed ........ . .. 64 questionnaires
Returned ..........54 84.4%
Not returned .10 15.6%

GROUP C CALLED IN FOR A_PERSONAL INTERVIEW

Mailed 64 questionnaires
Returned 56 87.5%
Not returned 8 12.5%

GROUP D CONTROL GROUP - NO CONTACT

Mailed . ... .....64 questionnaires
Returned ... . . .....40 62.5%
Not returned ..24 37.5%

TOTAL OF ASSOCIATE OF ARTS

ALL

Mailed ........ 256 questionnaires
Returned 199 77.8%
Not returned 57 22.2%

ASSOCIATE OF SCIENCE

Mailed 34 questionnaires
Returned 29 85.3%
Not returned 5 14.7%
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All

ASSOCIATE OF APPLIED SCIENCE

Mhiled 221 questionnaires
Returned ---192 86A%
Not returned 29 13.1%

TOTAL OF_ALL GRADUATES

TOTAL Mailed 511 questionnaires
Returned 420 82.2%
Not returned 91 17.8%

PROCESSING OF RESULTS

During the time the questionnaires were being returned, the computer

services department was again contac ed with the request for assistance

in drawing up a second part of the Student Tracking System program with

whicn we could process the results of this survey. From the returned

questionnaires the computer services department wrote. the additional

program which would divide and tabulate the responses into various arnas

by day and evening division, by student's stated major, by sex, and by

ethnic background (Appendix 1). Upon-completion of the program, the

returned questionnaires were hand coded and key punched onto cards. The

results of this program was a thrce-part computer printout. The first part

was the listing of the total responses to each question separated into the

above categories, The second part was the total of all responses of the

day division graduates, divided first into ethnic background, and then each

ethnic background subdivided by sex. A similar division is al-- made for

the evening division graduates. The third part separates the total graduates

into day and evening division categories. Each of these categories is

further divided into the graduates stated ma or. Each stated major is then

subdivided by sex and then by ethnic background.

29
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If computer facilities are not available, the same results can be

gleamed by the use of hand tabulation. However, hand tabulation of the

responses would be much slower and less accurate than computer tabulation.

The computer services department was again called upon for their

assistance. This time they were asked to integrate the results of the

responses received from the Student Tracking System with a commercially

designed and sold program, Statistical Package for the Social Sciences

(SPSS). From this combined, integrated system we received a comput-er

pr ntout which in-luded the following data: Cross-tabs of all the

possible responses on the questionnaire by day and evening division

duates, by major, by ethnic background, and by sex (For sample pages

see Appendix ). (2 ) Frequency distribution by every possible response

on the questionnaire. The total frequency distribution was then separated

into two areas--those gr duates receiving the Associate of Applied Science

degree and those graduates receiving the Associate of Arts and the Associate

of Science degrees. The frequency distribution section of the graduates

receiving the Associate of Applied Science degree also gave a histogram

p intout by the graduates' major (Appendix J). (3) T-tests were also run

on a single opinion question for both the day and evening division

graduates (Appendix J).

REPORTING OF RESULTS

After all results of the third folio --p survey were tabulated and

completed, this researcher was faced with the problem of what to do wit'

the vast amount of information generated. With the belief that all follow-up

information aln and should be used as one tool for the reevaluation and

possible improvement of the total school, the decision was made to
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distribute the findings. After discussion with the administration at San

Antonio College, it was decided to subdivide the responses of the question-

naire by the graduates stated major. Each department chairperson received

a nacket of information containing a letter ot explanation about the report,

-opy of the que -ionnaire, a copy of the printout of the responses of the

graduates frim his department, the comments made about that department by all

respondents, and an evaluation sheet to be filled in by the department chair-

person and returned to the follow-up office.

A copy of each department's Student Tracking System report was given to

the administration of the college. A copy of the integrated report of the

SPSS and the May, 1975 graduates' responses also went to the adminis ration

of San Antonio College.

The results of the responses of the Associate of Applied Science degree

graduetes will also be used to fill in the various state and federal annual

reports which are required.

RROBLEMS ENCOUNTERED

The first problem that was encountered was with the bulk-mailing

system. Different employees at the Post Office had different versions

what was required for using bulk-mailing proc-dures. We especially had

difficulty in trying to determine what could and could not be enclo ed in

the envelope. Finally, a p intout sheet from the Post Office in Fort Wor-h

was received. It stated the exact requirements for all bulk mailing

(Appendix K).

Another problem was that on a couple of the questions too many

response alternatives were al owed- not realizing that the computer could

handle a limited number. It is advisable to consult the computer service

department before formulating the questionnaire.

31



0

CHAP TER 5

32



27

FOLLOW UP OF MAY 1971 GRADUATES_ _3_ r

(Fourth Follow up)

INTRODUCTION

As a result of the System Characteristic Opinion Study (SCOS-DELPHI)

conducted by Project Follow-up office in Fort Worth, it was clearly the

opinion of the majority of the respondents that graduates should be

followed up one year, three years, and five years after &raduation.

Because of this consensus of opinions, San Antonio College agreed to

conduct a fIve year follow-up survey. The graduates _f May, 1971, were

chosen for the survey because they had never been followed up on before.

Tarrant County Junior College agreed to conduct a similar fellow-up survey

on their graduates of May, 1971. The main difference between the two

colleges' graduates was that Tarreo.t County Junior College's graduates had

been followed up on one year and again three years after they graduated.

The main purpose for bo h colleges conducting the same su-vey was to

see if there is any appreciable difference in the response rate between

Tarrent County Junior College's graduases, who had been previously followed

up on, and San Antonio College's graduates, who had never been followed

up on.
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DLESTIONNAIRE_DEVELOPMENT

A special questionnaire w drawn up by both Project Follow-up

offices in P_ t Worth and San Antonio. This questionnaire was designed

particularly as a five year graduate survey instrument. It was so designed

to fit the graduates who were either working or in school. The questionnaire

was on one page and printed on both the front and back. (Appendix L)

METHODOLOGY

T c decision was made by both colleges to use identical materials and

procedures in an effort to control as many variables as possible. It was

also prearranged to use the same mailing dates for all mailings.

The first mailout was on November 14, 1975. It consisted of a cover

letter explaining the purpose of the survey, a questionnaice, a self-

addressed, stamped return envelope, and a small pencil to assist the

graduate in responding to the questionnaire.

On November 24, 1975, a reminder postcard was mailed by bulk- ate

mail to those who had not responded during the past ten days.

On December 3, 1975, a final mailout in this survey was sent.

consisted of another letter reminding the graduate of the importance

of this survey, another copy of the questionnaire, and another self-addressed,

stamped return envelope.

The cut-off date of January 5, 1976, was selected. The response rates

computed on the following page have been calculated in two different ways.

One, reflecting strictly the number of responses received comparel with the

total number of mailouts. Secondly, the response rate is computed after

subtracting the number returned "Undeliverable" by the post office.

3 4
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ASSO ATE OF ARTS

SAC

Total Mailout 167

Total Responses 76

Response Rate ......... .45.
Total "Undeliverables" 46

Response Rate . . 62

ASSOCIATL

sAq

TCJC

Total Mailout 131

Total Responses .. 52

Response Rate _39.7%

28%) Total "Undeliverables" 42 (32%)

Response Rate 58.4%

F APPLIED SCIENCE

Total Mailott 131

Total Responses - -_ 49

Response Rate
Total "Undeliverables" 35 (27%)

Response Rate 51.0%

SAC

TCJC

Total Mailott . ........133
Total Responses ......... 48
Response Rate ... .....36.1%
Total "Undeliverables" .. 48 (36%)
Response-Rate ...........56.5%

I OUT

Total Mailout ...........323
Total Responses .........136
Response Rate . ........42.1%
Total "Undeliverables" .. 88 (27%)

Response Rate 57.9%

TCJC

Total Mailout 264

Total Responses 100

ReSpOnse Rate 37.9%

Total "Undeliverables" 90 (34%)

Response Rate 57.5%

The results show that San Antonio College received respectively a

5.8% and a 4 % higher rate of return in the Associate of Arts responses.

In the Associate of Applied Science responses, San Antonio College received

a 1.3% higher rate of return in the first response rate calculation -ith

Tarrant County Junior College receiving a 5.5% higher rate of return after

deducting the number of " deliverables In the total gradtates group,

San Antonio Qollege received respectively a 4.2% and a .4% higher rate

of return.
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CONCLUSIONS_

As mentioned in the Introduc ion, the significance of the presentation

of data contained in this report I..' that of comparison purposes.

The May, 1971, graduates of San Antonio College have not previously

been ,ontacted since their graduati.on; wher as, the same population of

Tarrant County Junior College graduates were followed up in 1974. Even

though the percentage of responses do not differ significantly bet een

the two colleges, San Antonio College received a slightly higher rate of

return in every in--ance with the exteption of one case. Consequently,

these response rate results indicate that more recent contact with

graduate does not necessarily preclude a higher rate of return.

However, one of the variables which could not be controlled for

this survey was the uniqueness of geographical location and possibly a

differi g degree of mobility. This is perhaps xeflected in the number of

deliverables" which were higher at Tarrant County Junior College in

every instance except one. It is evident that this and similar factors

could have an influence on the percentage of returns.
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RECOMMENDATIONS FOR A

FOLLOW-UP SYSTEM FOR GRADUATES

INTRODUCTION

32

During the experimental stages of Project Follow Up, San Antonio

College has tried manY techniques of gathering information. Some of

these techniques have proven more successful than others. Some of our

hypotheses about follow up have proven out--some have not.

The following recommendations have surfaced as a result of those

activities that have been t led and found successful. They are, by no

means, the only methods of follow up of graduates which will bring results.

They are offered only as suggestions fro-

College has undertaken.

PREPARING FOR OLL- P ACTIVITIES

the research that San Antonio

In p _paring for a graduate follow up, there are several questions

which must be ans ered. One is "What information do we need from a follow-

up survey?" The determination as to what information to try to gather must

be made early in the planning process. It is recommended that the adminis-

t ation, department chairpersons, and teachers be given an opportunity to

give thir opinions and suggestions as to what information they feel i

needed. This commu ication will be benafi ial in two ways: First, it will

get the ideas as to what is needed in the various areas of the college.

Second, it will inform those same people that fol -up research is b ing



conducted. An effort should be made to continue to inform _

people in the celleg

erested

f the progress and results of the follow-up research.

It is recommended that a list of all suggestions be made. At th

point in time, a separation must be made between those items that are

definitely needed and those items that are simply desired. The questions

thaL are needed should be included in the follow up; but those just desired,

although not absolutely necessary, should be omitted from the follow-up

instrument.

Aeother question is "What time span siduld we allow before the follow-

up sur ey is uneertaken?" Another similar question is "How often do we

follow up our graduates?" It is recommended that the graduates be contacted

between six months and one year from the d t_ of graduation. This time span

between graduation and the first follow up allows the graduates time to get

settled into their new jeb- or schools. A longer time lag than this would

have the tendeneY to decrease the validity of the responses due to new and

outside influences not related to the graduates' tenu r at the junior college.

A second follow-up study three years after graduation can give the same

information but over an extended period of time. Those graduates who have

gone on to a senior college will probably have completed their further

schooling. This group will probably either b. working or in graduate

school. In either case, the graduates will be able to evaluate the junior

college in a somewhat different light than in the f .st follow up.

:PARATION OF THE POLL INSTPJJMENT

Of all the various instruments used in gathering follow-up information,

it Is recommended that the questionnaire be mailed to each graduate. Mailing

the questionnaire is much less expensive method than phone calling or personal

contact. 3 9
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The items to be included on the questionnaire will naturally depend

upon the suggestions made by the faculty and administration. The i,-,forma ion

needed by the college will dictate both the content and the length of the

questionnaire. If the main purpose of a follow-up survey is program and

school evaluation, then only those questions which are related to that

purpose should be included. The length of a questionnaire does not materially

he response rate unless it is excessive in leng h. An ideal length

for a questionnaire is one to two pages, using both the front and back of the

page. This length allows enough space for the necesc.ary questions and

responses hut omi s unnecessary questions.

The method of tabulation of the results to be used will determine the

design of the questionnaire. If the computer is to be used in the tabulation

of the results, it is recommended that the computer services department be

asked to assist in the preparation of the questionnaire. Some of the data

entry systems are tape input, disc inputi terminal entry, and optical scanner.

In designing the questionnaire to be used, the various state and federal

reports which are --equired must be considered. The questions asked in

gathering the information for these reports should be stated in the same

way as they are on the report to be completed. This pro ides for simplicity

in transfer ing the information from the quest onnaire to the state and

federal reports.

All questions should be clearly stated. They should be a multiple

choice type of question, if possible, so that they can be answered and

tabulated with ease.

4 0



The questionnaire should be printed on white or pastel paper. The

use of a printing press is more desirable in producing the questionnaire

than is a mimeograph or spirit duPlicator. The lettering must be clear

and easy to read.

PROCEDU -S

From the results of the pre- and postgraduation orientation procedures

used in the May, 1975, follow up, it was clearly visible that those students

who were contacted in regards to the future follow up responded at a higher

rate than those who were not contacted. Of the four experi ental groups

used in this study, those graduates who were called in for a personal

interview responded slightly higher (87.5%) than those who were mailed the

postgraduation letter (84.4%). The group who received a pregraduation

letter responded third in order (76.6%), while the no contact group had the

lowest percent of response (62.5%). The percent of response difference

between the no contact group and the interviewed group was 25% a difference

definitely large enough to justify the use of a contact with the graduate

before the follow-up survey begins. It is recommended, however, that the

postgraduation letter be used instead of the personal interview because of

the excessive cost of personnel time involved when contacting a large number

of graduates. The personal interview method of contact might be used mo e

successfully with a smaller number of graduates. The postgraduation letter

should contain a statement of congratulations for their completion of the

degree and a s a ement about the future follow up and its importance

the college.

Fro the application for graduation, the follow-up office can get a

permanent address and phone number as well as a current address and phone
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number of the graduates. The importance of a permanent address cannot

be overemphasized. Without this information further contact may be

impossible if the graduate moves and does not leave a forwarding address.

Before the follow-up project begins, a time schedule for mailing of

the questionnaires should be established. It is recommended that the time

span between the first follow-up letter and the predetermined cut-off date

cover a school holiday if possible. The time between each mailout should

be from ten days to two weeks. This would give the graduates plenty of

time to return the que-tionnaires before the reminder is sent.

The list of graduates should already have been assembled from the

registrars' office. This list-should be the same one used for mailing

the postgraduation letters. From this list, the envelopes could be typed

prior to the beginning _f the survey. One very efficient method _f ad-

dressing envelopes is to use preprinted labels which are either typed or

generated by the computer. If the computer is used, it is helpful to

have four labels printed for each graduate. This would be the maximum

amount of labels necessary for all the mailouts.

As the questionnaires are returned by the graduates, line is drawn

through the names on the list. If computer printed labels are being used,

the labels for those graduates who have returned their questionnaires

should be removed from the list.

A cover letter explaining the survey, a questionnaire, and a stamped,

self-addressed return envelope should be included in the original mailout.

If a large number of questionnaires are to be mailed, consideration should

be given to using bulk-rate mail on the firs_ mailing.

A



In one experimental follow-up survey completed by San Antonio College,

a small pencil was mailed to each graduate. Approximately eighty percent

of the responses were filled in with this same pencil. This could be

especially helpful if the optical scanner was to be used to tabulate the

responses and put theth into the computer.

Ten days to two weeks after the first mailout is sent, a reminder

postcard should be sent. From,the research done by other people, the post-

card is just aS effective in stimulating responses, for the cost involved,

as another questionnaire. If a large enough number is to be mailed, the

use of bulk-rate mail might again be advantageous.

At the conclusion of the ten day period following the reminder card,

a third mailing should be sent. This should be a reminder letter, another

questionnaire, and another stamped, self-addressed return envelope.

The fourth and last mailing should be sent at the end of ten days

after the third mailout. It should contain a strongly worded letter,

another questionnaire, and another stamped, self-addressed return

envelope.

A period of two to three weeks should be allowed for the return and

gathering of all questionnaires sent during the entire period. At the

predetermined cut-off date, no more of the questionnaires received should

be used in the study. The purpose of the cut-off date is so that the

researcher can proceed with the reporting of the findings of the survey.

USE OF RESULTS

The use of the results of a follow-up survey depends on the objec-

tives established in the planning stages. The objectives of the four

follow-up surveys conducted th our research were experimental in nature.

However, as the results CaMe in, were tabulated and processed, it became
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apparent that too much valuable information was contained in the find-

ings to just use them for experimental purposes.

After the cutoff date of the May, 1975, follow-up survey, all the

questionnaires were coded, key punched, and entered into the computer.

A printout listing the responses of different groups was the result of

our survey. This printout separated the responses by day and evening

division graduates, by major, by ethnic background and by sex.

These responses on the printouts were sent to each department

chairperson. Also included with the printout was a cover letter explain-

ing the purpose and procedure of this follow up, a copy of all the comments

regarding that department and a one-page evaluation form to be filled in

and returned to the follow-up office. A copy of the total printout and all

the comments were given to the administration of the college. The dist

bution were made with the hope that each department chairperson would

discuss the results with their faculty. The main purpose of a follow-up

survey is to provide a tool for program and college wide evaluation.

If the questionnaire is properly planned and prepared, it can also

be used as a system of gathering information to be used in state and

federal reports. In the vocational-technical divisions, the annual USOE

graduate report can be almost totally answered from a follow-up question-

naire.

UTILIZATION OFSPSS

If the college either has the Statistical Package for the Social

Scien s (SPSS) or has access to it at other colleges, the results of all

student follow up can be combined with it. The results of this combina-

tion can give the college feedback from their graduates in forms never
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can be made to see if there is any significant difference between the day

and evening graduates, academic and technical graduates, graduates from

different ethnic backgrounds, the sexes, and even the graduates with

different majors.

Other possible areas of statistics possible through the use of

SPSS are frequency distributions, with or without histograms for presen-

tation purposes, and "T" tests for all the previously mentioned groups.

All these computer printouts can be used for individual presentations

groups, departmental evaluation, and for institutional planning.
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PREPLANNING

In planning any information system, one should start with those people
who have to make decisions for action.

2. On person in the district should have responsibility for follow up..

3. Goals must be identified and priorities established.

CONDITIONING STUDENTS

If conditions of the follow-up study will permit, an orientation with
the prospective questionnaire recipients prior to receiving the
questionnaire is of the utmost importance in getting a good response
to the questionnaire. The purpose of the orientation period is to
motivate the respondent to participate in the follow-up study and to
sharpen the respondenesTerception to the fact that returning the
questionnaire may help him fulfill a personal goal.

5. The higher the involvement of the respondent in terms of adtive par-
ticipation, knowledge, understanding of the organization, and loyalty
to it, the fewer the stimuli required to induce a response and the
higher the response.

6. Whether or not a questionnaire is returned is dependent upon the
subjects approval of the study and whether or not the subject had
positive relationship with the agency conducting the research.

7. Officials of Pasadena City College felt that it was important to con-
tact all of their graduates instead of using a sampling technique to
gather follow-up information. Their reasons for this decision included
the following: (1) each student's comment concerning evaluation of
courses and services was valuable to the college, (2) information re-
ceived helped keep placement records of graduates up-to-date, (3)
graduates could be-informed of additional educational opportunities,
and (4) the follow-up showed the school's interest in each of its
alumni.

One of the valuable features of sending follow-up questionnaires to all
graduates Is the recruitment of new students. The good public rela-
tions derived from the follow-up study will ultimately result in
recruiting students.

WHY MAIL

9. Low cost is one of the major appeals of the mail survey procedure. The
main categories of cost likely to be incurred are labor, postage,
printing, and supplies. (This is to gather data only.)
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COVER LETTER

10. A letter explaining the purpose of the study should accompany the

questionnaire. This letter should be personal enough to encourage

and motivate the recipient to reply.

11. All surveys accompanied by a cover letter.

12. An explanation of the study and of the respondents place in it has had

substantial positve affect on returns. On the other hand, these

sentences had no affect: extreme emphasis on the importance or
utility of the research; appeal to help the investigators; request
(in survey of university graduates) to help the study succeed, improve
education, pr "guide changes."

If questionnaire requires 15 minutes or less to complete, this
information should be on the first page.

14. A general statement about the purpose of the survey is considered

superior to a more specific one, with which some respondents might

disagree.

15. Response to the questionnaire was increased when some person held in
high regard by the recipients endorsed the project.

16. Response will be lowered if the cover letter is overly permissive.

17. Small differences in the make up of the cover letter do not seem to
affect response rates; however,.a handwritten postscript urging
response has yielded a higher return rate than either a printed post-

script or not postscript at all.

18. Three suggestions for the cover letter: (1) address the letter
personally and specifically to individual respondents, (2) design the

letter to arouse interest in the study and (3) keep the letter short.

19. The title of the study should be displayed prominently near the top

of the first page of the questionnaire.

20. The name of the sponsoring agency sho ld be centered at the top of

the first page of the questionnaire.

21. The mailing date of the questionnaire should appear on Page one.

22. Assurance must be given the respondent that the information will be

given confidential treatment.

23. The evidence for appealing to a set deadline is not compelling, as

one might loose as many people as one gains.

24. Setting a deadline for return of the questionnaire seemed to be very
effective in stimulating an immediate, heavy response. Ferriss recom-

mended that the deadline be set at 10 days after mailing.
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juEsTlituRENN

25. Four kinds of information which should be obtained from former students:
1) What former students are doing or did after leaving college.
2) How the former students are performing or performed after

leaving the junior college.
3) Opinions for increasing the contribution of the junior college

for present and future students.
4) Impressions regarding the junior college's contribution to the

student performance.

26. Being specific when formulating the objectives of the study is a pre-
requisite to good questionnaire construction. Each question should
clearly further the avowed purpose of the que -ionnaire.

27. In preparing a questionnaire, consideration should be given to how the
results will be tabulated or organized.

28. Data should meet needs of individual schools.

29. A very important consideration is that the student actually receives
the questionnaire.

The researcher should find o
would be the most convenient
questionnaire.

prior to sending the questionnaire, when
me for the recipient to return the

31. Individuals should receive forms on Monday or Tuesday for best results.
(This takes work to sort by Zip Code, hand deliver to main post office
etc.)

Try to get a holiday to contact as many college students as possible
who are home.

33. School superintendents show a low response rate at holiday time and
late in the academic year.

34. All former students should be represented.

35. Collect both subjective and objective data.

36. The interest of the respondent and the ease of answering are the chief
factors rather than length.

37. Evidence has been presented in support of the idea of multiplechoice
questions as superior in the construction of the questionnaire.

38. The multiple choice form of question has the least weaknesses for
questionnaire use.

39. One of the disadvantages of the unstructured question is that answers
may not be comparable with each other because of the wide range of
data; however, this wide range of data may be a decided advantage in
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some studies. The unstructured reply eas_ ly can be biased by the
researcher's injecting his own interpretation of the respondent'S
replies.

40. Space for respondent's name should be provided.

41. Do not give students the option to sign or not to sign. For those
who don't, you have just destroyed possibility for follow-up.

42. In general, response rates do not seem to be much affected by degree
of anonymity.

43.; No marked difference exists in response to items if you ask the re-
spondent to sign their name.

44. Use numbered questionnaire.

45. A po tcard can be used success ully as a questionnaire.

46. Clear, simple, and to-the-point questions must be well organized, at
least from the point of view of the respondent. This is particularly
true of a mail questionnaire that must "speak for itself".

47. The first two or three questions in the ques _onnaire are very impor-
tant in gaining the respondents favorable attitude toward responding
to the entire questionnaire.

48. The questions that are easiest to answer sh uld be placed near the
beginning of the questionnaire.

49. Questions that should be avoided at the beginning of the questionnaire
are those that put too great a strain on the memory or intellect,
questions related to personal wealth, and questions of a personal
nature.

50. A clear and smoothly moving question sequence is the most important
factor In determining whether or not rapport is maintained.

51. Suggestions for giving written di -ection on the questionnaire (1) make
them brief (2) group questions according to different types of
responses (3) set off directions with heavy, large distinctive type
(4) place "yes" and "no" replies vertically rather than horizontally
(5) on the bottom of the first page write "over" if more items appear
on the hack of the page and (6) number each page of the questionnaire
consecutively.

52. Questionnaire itself:
1) Only items with low threat levels should be used.
2) The instrument should be short (7), easy to complete, and at a

suitable reading level.
3) Professional printer employed to physically design and produce

the form.

4) The instrument should be printed in an attractive manner using
colored paper.



5) Careful attention given to avoid words like "questionnaire"
which research shows have a negative affect on responsea.

53. The word "questionnaire" or "check list" should not_appear on the
questionnaire; use "information sheet,""form," or "instrument."

54. The inclusion of a particularly objectionable it m ot of a number -f
open-ended (aa opposed to fixed alternative) items will lower
responses.

55. To avoid undue or invalid channeling of responses, a sufficient number
of responses should be stated for the respondent to select from in
answering multiple.-ehoice questions.

56. Whipple stated that the questionnaire should be constructed so that a
minimum of writing is required of the respondent.

57. Suggestions involving two-way questions and multiple-choice questions
include the following: (1) If mutually exclusive answers cannot be
made, a "both" answer box should be included; and (2) all possible
alternatives should be included.

58. The question sequence should conform as nearly a
respondents way of thinking; questions should fo
go from the general to the specific.

possible to the
ow a time-line and

59. The most critical con ideration, when wording a questionnaire, is to
make sure that the particular issue which the researcher has in mind
is the particular issue on which the respondent gives his answers.

60. Never take too much for granted.

61. Double negatives should never be used.

62. Check all meanings of words.

63. No abbreviations.

64. To avoid misplaced emphasis, underline words wh

65. Use a minimum of punctuation.
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b should be emphasized.

66. Ask specific rather than "shotgun" questions about income, marital
status, age.

67. Neither personal references nor humor should be incorporated in the
questionnaire.

68. Two simple questions may be better than one complex one.

69. The language of the questionnaire must approximate that of _he re-
spondent.

70. Que _ions should be stated in a decisive manner. Ter s such as
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"fa rlY," "sometimes," "usually," "perhaps, and "maybe" should be

avoided. These and other modifiers can qua ify a question to the
point that it becomes useless.

71. Good grammar should be used but do not make the questionna :e sound

stilted.

72. Beware of questions with double or triple meanings.

73. In developing a_questionnaire, take care to see that the wording is
impartial in order not to yield a biased picture of the true state
of affairs.

74. Questions should be stated in such a way that they contain no sug-
gestions as to the appropriate response.

75. Watch against "Pride pricking" questions such as: "Do you own a ca-7"
This question may result in the problem of a prestige response.

76. Every attempt should be made to phrase questions so that each re-
spondent can answer truthfully without embarrassment.

77. Researchers must be careful not to force the respondent into an embar-
rassing situation by asking for "pro" or "con" responses to contro-
versial questions.

78. It was noted in gathering labor force data that antagoni m on the part
of the respondent resulted when respondents who were not employed and
not seeking employment were asked: "Why are you not actively seeking

work?" Frequently, this type of question will be ignored by the

respondent.

79. To elicit honest replies, the questions must be worded to allay any
fear, suspicion, embarrassment or hostility O the part of the re-
spondent.

80.. Questionnaires are peculiarly vulnerable when employed for collecting
personal information or when used with individuals who see or imagine
they see an onottunity to advance their personal interests by means
of the responses they give.

81. Questions that can be answered in a like fashion should be grouped to
reduce the need for repetition of directions.

82. When given a list of numbers, respondents tend to select those near
the middle of the list. The reverse of this tendency was true when
people wore asked to select from a card containing a variety of ideas
or statements; in this case, extreme positions were selected with the
top of the list being favored.

83. Use as few words as possible in asking questions.

84. Questions should be as short as possible.
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85. The length of a survey has less affect on returns than may be supposed.
Because more time is required to fill out a long form, mean time for
return is likely to be longer but final response rate is unlikely to be
affected.

86. Minimum of time to complete required.

87. Keep questions simply worded.

88. "All other things being equal" the shorter the questionnaire the greater
the response rate and the more prompt the return.

89. No more than 200 items in the total instrument.

90. Lengthy questionnaires seem likely to tire the respondent with the
possible result that item nonresponse increases toward the later pages.
Isolating the portions of the questionnaire most likely to induce non-
response will help in planning questionnaires to minimize nonresponse
on the most important variables.

91. Virtually without exception, high nonresponse items are either unusually
difficult (to some, answering would seem like making a wild guess) or
items were not applicable to all respondents.

92. Failing to allow ample space discourages respondent from anawering.

93. When length is mechanically increased (by leaving extra space between
questions and thereby avoiding a crowded appearance) response is, up to
a point, raised. However, a large number of pages may decrease response.

94. One study haa shown that the addition of a few especially interesting
items may raise response rates.

95. The fact that minimal length is not a mandatory requirement for getting
a high response rate for mail questionnaires suggests that introducing
interest getting questions of marginal importance to research,objectives
may be possible.

96. The rate of return was higher when a 25 cent reward was included w t
the questionnaire, but because of the added expense, use of a monetary
reward was not recommended.

97. Packet of instant coffee used in follow up at University of Minnesota.
(Coat at SAC .03 cents per packet.) They get an 85% response rate.

98. A number of investigators have urged that questionnaires have an at-
tractive appearance and look easy to fill out. However, none of the
controlled experiments show significant difference among reasonable
alternative choices (Letterpress offset, mimeograph, paper type, or
paper color)

99. A high quality paper should be used.

100. Colored paper or colored ink can be used to enhance the appearance of
the questionnaire.
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101. The form should be printed ratber than mimeographed (disagreenje
this).

t on

102. It is worthwhile to devote a substantial propor io- of the resources
to the reduction of nonresponae.

103. The outgoing envelope should Eave the return address of the compiler.
The return envelope should be one size smaller than the outgoing
envelope (to prevent folding), addressed to the compiler, and stamped.
It is desirable to mention on the first page of the questionnaire
that the return envelope has been enclosed.

104. It is advantageous to use the more expensive mail services as more
that eight different studies have shown. Thus for both initial surv ys
and later reminders, special delivery and certified delivery are
superior to airmail, which is superior to first class, which in tu L_ is
superior to third-class mail.

105. If first-class letters are sent out with the endorsement "address
correction requested," the post office will notify the sender of filed
forwarding addresses to which the letter is redirected.

106. If one uses any relatively unusual service, such as registered nail, the
covering letter should contain a brief justification (which may be more
plausible for a reminder than the initial survey).

107. Most of the comparisons among alternative forms of postage on return
envelopes yield significant differences: a atamped envelope, even when
not preaddressed, is preferable to metered postage and to a business
reply envelope. However, for government surveys it does not make much
difference if f anked postage is used instead of a regular stamp.

108. First-class, stamped envelopes should be used because res arch indica-1
that stamped mail brings a greater percentage of returns than metered
nail.

109. Envelopes were designed to be dist nctive and attractive.

PRETESTING

110. Submit complete questionnaire to admInistrator or suggestions?

111. After revision by administrator, try program on sample (heterogeneous)
and revise where necessary.

112. No matter how astute the rese.-rc .er has been in wording and designing
the questionnaire, he should try it out with a small group before
launchirlg into the actual study. The questionnaire should be subnitted
to critical experts who will attenpt to "pick the questionnaire to
pieces" finding all of its faults. After this action and the appro-
priate revisions are made in the questionnaire, it should be submitted
to a sanple population.

5
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UESTIONTAIRE FOLLO_

113. ALERT Campaign.

114. Intensive follow up of mailing is essen ad least four mail

115. Four phase Mailing (questionnaire, card, letter and questionnaire,
letter) was essential to a satisfactory rate of return and can be
especially,recommended in follow ups of forAer students who have been
out of schOol for several years.

116. A postcard "reminder/thank you note,t sent a few days after an initial
mailing is likely to cause a significantly higher response, according
to two studies--a difference that will nor be made up even after late
reminders.

117. In general, reminders (with replacement que- ionnaires) have a sub-
stantial effect and indeed are essential for obtaining satisfactory
response rates.

118. TWo week interval for follow up contact.

119. It was found that reminders were not as effective in getting a response
as sending a new questionnaire; therefore, because dne difference in
cost is minimal, it was recommended that a new questionnaire be sent.

120. There is no significant difference between --letter or postcard as a
follow-up method.

121. A follow-up note should be sent to the nonrespondent two weeks after
the date of receipt of the originatquestionnaire.

BIAS

122. chi-square technique for testing divergence is used for different
groups: Male - Female, White - Black, Young - Old .05 level)

123. An 80% response is considered necessary to eliminate the effect of
nonresponse bias in a small heterogeneous group.

I_ ORBATION ANALYSIS

124. After data collection (including tallying) is completed, the study
director must take a good hard look at the data with a view toward
answering these questions:

1) What concepts that we hold about our program(s) do the data
confirm or deny?

2) What does the data tell us about our programs that we didn't
already know?

3) What should be done as a result of the answers to questions
(1) and (2)7
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(CARD)

Dear Graduate:

Recently we mailed you a Follow-Up questionnaire
survey form. As of thi' data, we have not received the
form f on yod.

Would you please take a few minutes to fill in the
survey form and mail it back to us in the stamped, elf-

addressed envelope.

If you have already nailed the form, thank you very
much for your help and consideration.

Sincerely,

Ray Lewis
Placment Director
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SANANTONIO COLLEGE 1300 SAN PEDRO (512 ) 734 731 SAN ANTONIO, TEXAS 78284

JOB PLACE ENT OFFICE

Dear Graduate:

PLEASE HELP US!

Recently we sent you a follow-up survey and asked you to
complete and return it to us. Please allow me to explain the
importance of this survey.

San Antonio College is continually evaluating eacb of
our programs in order to improve the quality of our college.
We believe that the only reliable method of doing this is to
ask for the opinions--both good and bad--of our graduates.

You can now help us to reappraise our programs and make
the needed improvements by returning the enclosed questionna--,
The informatlIn is confidential, and the results of this survey'
will be combined with the others and will not be identified
individually.

If you will spend a few minutes helping us, you will in
turn be helping the future students of San Antonio College.

ade

Enclosures

Sincerely yo rs,

Ray o d Lewis
Placement Director

6 2
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SAN ANTONIO

JOB PLACEMENT OFFICE

;OLLEGL 1300 SAN PEDRO - (512) 734 731 SAN ANTONIO, TEXAS 78284

Dear SAC Graduate:

During the past months we mailed you a follow-up survey form,
a reminder card, and then a second follow-up survey form.

We do not mail these to you simply to have some "busywork" to
do. Instead., we really do need your help. Your response will help
us in two ways: first, we are held accountable by the Department
of Health, Education and Welfare for your success after graduation.
We have several reports that we must ecmplte in regards to your
current status in either further educaton or in the world of work.
Secondly, And most important to us, with your response we will be
able to evaluate our various programs and teachers in order to be
more effective in the teaching of present and future students.

fo

Will you please help us to do a better job in teaching students
an Antonio College. You can do this be returning the enclosed
ow-up survey form. PLEASE!

Sincerely yours,

Rayfor Lewis
Follow-Up Director

sde

Enclosure
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CUE TIONNAIRES MAILED_AN_D RETURNED GROUPED BY YEAR
(See Appendix D - Table 1)

D DECREE

One point that can be made with certainty is that a greater response

rate is received from the m- e recent graduate than from those who gradu-

ated some time ago. There are many reasons for this. A major reason is

that the college has the current address of the more recent graduate.

The greater the length of time since the student's graduation, the more

likely it is that he will have cl-.anged addresses; therefore, he will not

receive the questionnaire. Another reason may be that the more recent

graduates will have a closer personal feeling toward the college. It is

believed that a higher response rate can be obtained by preconditioning

the graduates with the knowledge that there will be a follow-up survey,

the purpose of the survey, and the importance of thir replies. Over a

period of years the graduates could ecorne tired of responding to follow-

up surveys, feel that the surveys are not important, and fail to return

the questionnaires. It is also important that only one questionnaire

mailed to each student from the school and not one from several different

offices.

6



1972

Starting
with
SS I

1973

1974

May
only

AAS

f C

Total

AS

AA.,

C of C

Total

AS

A,AS

C of C

Total

GRAND TOTAL

UESTIONNAIRES MAILED AND RETURNED

GROUPED BY

YEAR AND_DEGREE

if MP1LED

159

56

82

32

329

479

23

293

98

RETURNED 'Z RETLJBWED

79 49.69

25 44.64

32 39.02

11 34.38

147 44.68

226 47.18

58 47.15

138 47.10

33 33-67

993 455 45.82

262 134 51.15

78 51 65.38

200 104 52.00

70 28 40.0Q

610 317 51.97

1932 919 47. 7

6 6
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(See Appendix D - Table 2)

The _esults of this question can be used in a variet of Qays.

First, a comparison can be made between the percent of returns by sex,

year, and degree and the percent of graduates by sex, year, and degree.

this information is ner7essary to determine if there is any bias in the

response rate. This question can also be used to determine attitudinal

differunces between the sexes toward their college experiences. Again,

his will necessitate a computerized system rather than a hand tabulation

system. The results of this question does not indicate any appreciable

difference in the percent of response by either sex group. It is recommend d

this question be omitted from tae questionnaire and the information

be gathered for our files before graduation.

67
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I CONSIDER MYSELF TO_BE. Ethnic Backgraun0
(See Appendix D - Table 3)

Tha question, by itself, is of limited use. It shows the ethnic

background of the respondents but does not show the ethnic background of

those who did not respond. It is not known what percent of the total

graduates are from various ethnic background groups. This question

aroused some notable indignation on the part of several of the respondents.

This is probably due to the emphasis placed on this area in the past. One

fact that is noticable is that the average percent of respondents in each

ethnic group is approximately the same percent of the total enrollment for

the college. It is this researche r's recommendation that the ethnic back-

ground be established on the pregraduation orientation --e-tio- aire and

this question be omitted on the follow-up survey.
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WERE YOU EMPLOYED WIIILE ATUNDING SAC IF. SO, HOW

(See APPendix D - Table 4)

OURS PER EEK?

This question proves, for a certain portion of our student body, an

assumption which is currently held at San Antonio College. This is the

assumption that mo students work. We can see by this response

that the majority of our gradutes worked an average of thirty hours per

week while attending Lollege. There is a bias in this question however.

It Sai Anrdo College there is a large day and evening enrollment. We do

not Geporate our graduates into day and evening division graduates. Many

g _ uates have been totally or partially enrolled tn the evening division

and have been employed full time during their enrollment in c llege.

recommendation would be to ask the graduates if the majority of their

classes were taken in the day or evening division a-d the number of hour_

worked per week. With this information, the researcher could then determine

more accurately the avsrae nuniber of hours rked per week by day atu'dents

as opposed to evening students. In this way SAC could be nore aware of the

problems and needs of the evening division students as well as the day

students.
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WERE YOU ENFLOYED FULL TIM IN THE SANE OR RELATED FIELDS OF STUDY BEFORE
ENTERING SAC? (See Append x D - Table

chart shows that the majority of our graduates were-not emp -yed

full time in the same or related field as their.major. This means th

most of the students do not or did not have the job or the training for

the job they want and are using college to help them get into a particular

field of employment. This question also has a built in bias because of

the large evening division enrollment who worked full time. We believe

that a substantial percentage of graduates who did work full time before

enrolling in college is related to the evening division enrollment. It is

recommtnded that future follow-up questions in regards Ln this area

distinguish between graduates who were in the day dLvITIn and those who

were in the evening division.
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DID YOU REGULARLY ESE TRE SERVICES V 711E COUNSELING OFFICE?
_ _

(See Appendix D 'Table 6)

At San Aitonio College every beginning student in the day division

required to see a counselor before registration. The response to this

question seems to indi ate that during the past three years the large

majority of our students did not use the counseling services regularly.

There is a trend visiable from this survey in that more of the graduates

in 1974 regularly us d the coun eling office Alan in 1972 or 1973. From

the comments section there seems to be several reasons for this nonuse

of the counseling department. There could be a bias in this area in that

many graduates are from the evening division, and they are not required

to see a counselor.
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DID YOU KNOW A COUNSELOR AT SAC BY N
(See Appendix D - Table 7

Although the majority of our graduates did not make regular use of

the counseling office, a majority of the same graduates did know a

counselor by name. This could mean that the graduates knew a counselor

by name and knew where they could find this counselor if they needed him.

There could be a social bias on this question. Several writers have

proven that a person has a tendency to answer a question of this type

with "yes" rather than admit he did not know. In other words, the

graduates might say they knew a counselor by name; but, in fact, they 4id

not. This could also mean that the graduates kne_ a counselor by name but

did not feel they needed to make regular use of the counseling office.
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WERE YOU AWARE OF THE JOB PLACEMENT OFPICE AT SAC WHILE YOU WERE ENROL ED?
(See Appendix D - Table 8

The Job Placement Office at San Antonio College is fairly new as a

p_cition. During the past three years, there is a trend for the

Job Placement Office to become bette_ known among the students in nearly

every area. Later in this report it is pointed out that many of our

students are already employed full time, therefore, have no use for an

office of this nature. There is also the fact that the Job Place ent

Office is open only during the day and not in the evening division.
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PRESENT STATUS
(See Appendix D - Table 9)

It is evident that the majority of the graduates from San Antonio

College are employed full time. The graduates with an Associate in Applied

Science consistently lead irt this field because most of them took a course

f study to prepare them to enter the work force. This study also shows

that many of the graduates are continuing thei: education either on a full-

time or a part-time basis. It should be realized that the farther back the

earcher goes, the greater the possibility and probability of a graduate

entering the work force on a full-time basis. A clear- ut picture can n-

drawn from this study because of the multiple response possibility.

D-ny responses were marked with two or more categories.

8 1
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WA THE CURRICULUM YOU E ENRO
SENT JOB? (See Appendix

RELATED TO YOUR FIRST JOB?
0-A, _O-B, and 10-C

ED IN AT S
D - Tab

The results of this ques ion clearly show that graduates,are moving

into areas of work for which they have formal training. The Associate of

A t. and he Certificate of Completion graduates a7 consistently lower

in percent than the Associate of Science and the Assi te of f,plied

Science graduates in going to work in their field of L1dy. This is

possibly due to the latitude allnwed in the Associate of Arts and the

Certificate of Completion a eas. _f a student is seeking an Associate of

Science or an Associate of Applied Science, he is more likely to know with

some certainty the area of work in which he plans to enter. The Associate

of Arts and the Certificate of Completion offer greater flexibility in the

continuation of future formal education.
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IF_Y. -R. PRESENT JOB IS_NOT_RELATED _TO YOUR SAC CURRlCULU;4- PUASE CHECK
"Fi RL3ON WICH Alqq.AES.- (See Appendix - Tab 11)

The graduates with an Associate of Arts and a Certificate of Comple-

_ion who -ere not ir field of s udy had a tendency to have higher

7Iercentages in tbe reoa. 11.
_ suffici_ntly qualified" than thos- who

received an Associate of Scienc4, and an Associate of Applied Science.

Again, this was probably due to the fact that the graduates who rec.ive an

Associate of Arts and a Certificate of Completion are more flexible in

moving from one area to another than in the Associate of Science and the

Associate of Applied Scienc The reader must be v_ y careful to note the

small number of respondents and the number to answer this question. There

was such a small number in elis category that the percentage of validity

is 11 question.

8 7
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82

EASE RATE YOUR SATISFACTION WITH YOUR PRESENT JOB IN TERMS OF EACH OF THE

ee Append_ D Tables 2-A, 12-B, and 12-C)ASPECT DESCR BED BELO

This question indicates quite a few things. Most of the graduates who

work are fairly well pleased with their jobs. They are dissatisfied in two

areas--salary and -he opportunity for advancement. This may be unique to

San Antonio or it may be a trend found thronghout Texas. n Antonio has

consistently run next to the bottota in average hourly wage of all tho

larger cities in Texas, while at the same time m cost of living has been

at or next to the highest. San Antonio also has very fe- large businesses

or Indust es; therefore, the opportunity for advancement may be limited

because of the smaller size of the businesses. This survey a so ,zhows that

the Certificate of Completion graduates are less satisfied in the overar

aspects of his job than the other three degree f elds.



LEASE RATE YOItfl sATs:FACTIpN
WITH YOUR PRESENT JOB IN
TER1N OF EACH OF THE ASPECTS
DESCRIBED BLLO1

) CHALLENGING AND
INTERESTING WOI-4:

) RELATIONS WITH
COLLEAGUES

F.ALARY

OPPORTUNITY FOR
ADVANCEMENT

OVERALL ASPECT' OF
YOUR JOB

Number of Respondents

AA

CC

kA

AS

AAS

CC

AS

AAS

CC

AAS

CC

AA

AS

AAS

CC

SUPERIOR GOOD

1972

FAIR

AFPE i TABLE 12-ik

POOR
NUMBER fi.!

41.3

68.4

55.6

28.6

47.9

31.6

37.0

71.4

o.5

0.0

0.0

0.0

4.3

0.0

7.4

0.0

46

19

27

7

47.8 39.1 10.9 2.2 46

42.1 52.6 5.3 0.0 19

46.2 38.5 11.5 3.8 26

14.3 71.4 14.3 0.0 7

15.2 45.7 30.4 r 46

42.1 42.1 10.5 5.3 19

22.2 33.3 29.7 14.8 27

25.0 37.5 25.0 12.5 8

22.2 28.9 28.9 20.0 45

1
36.8 42.1 5.3 15.8 19

14 8 40.8 25.9 18.5 27

28.6 2F 6 42.8 0.0 7

23.9 52.2 21./ 2.2 4C

42.1 47.4 10.5 0.0 19

25.9 55.6 14.8 3.7 27

0.0 14.3 0.0 6

AA 79 AS 25 AAS 32 CC

90
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FLEASE RATE yoUR SATISFACTION
wITD YOUR_VRESENT JOB IN

" ,TruIS rA(H 1IIL ASPFCIS_

DESCRIBED BELOW:

) CHALLENGING AND
INTERESTING WORK

b) RELATIONS WIT i
COLLEAGUES

c) SALARY

d) OPPORTUNITY FOR
ADVANCEMENT

OVERALL ASP]

Yon JOB

Number of Responden -s

AA

AS

AAS

CC

AS

AAS

CC

AA

AS

AAS

cc

AS

A AS

CC

AS

MS

CC

'UPERIOR COOD

1973

FAIR

APPENDIX E 12-1.;

POOR
NUMBER OF
RESPONSES

35. 7

52.6

t4.4

42.6

36.9

41.7

1 4. 7

7.9

9.3

7.0

2.6

4.6

129

38

108

8.3 58.4 33. 3 0.0 12

29.4 57.9 9.5 3.2 126

30.8 64.1 5.1 0.0 39

46.7 46.7 3.8 2.8 107

16.7 75.0 8.3 0.0 12

9.4 54.4 24.4 11.8 127

15.4 66.7 12.8 . 5.1 39

10.1 49.5 32.1 8.3 109

8.3 58.4 33.3 5

16.6 37.8 28.3 17.3

15.4 48.7 25.6 10.3 39

10.3 43.9 23.4 22.4

25.0 16.7 33.3 25.0 12

20.5 52.8 22.0 4.7 127

12.8 74.4 7.7 5.1 39

18.9 61.3 18.9 O., 106

.' 33.3 50.0 0.0 1

AA 134 AS 51

01

104 CC 78



EASE RATE_YOUP SATISFACTION
'T JOB TN

'.ACH OF THE ASPECTS

CHALLEN(;ING AND

INTERESTING WOEK

AS

AAS

CC

AA

b) RELATIONS WITH AS
COLLEAGUES

SALARY

) OPPORTUNITY FOR
ADVANCEMENT

OVERALL Al OF
YOUR JOB

Number Of Respondents

MS

CC

AA

AS

AAS

CC

AS

AAS

CC

AS

MS

CC

SUPE IOR GOOD

1974

FAIR

APPLNIJA- iADLL 1-

POOR

85

NUMBER OF
RESPONSES

-----7

35.5 43.5 12.9 8.1 62

55.9 32.3 5.9 5.9 34

40.9 48.9 5.7 4.5 88

27.3 27.2 27.3 18.1

f--

33.3 52.4 12 7 1.6

38.2 50.0 8.8 3.0 34

32.6 59.6 5.6 2.7 89

18.2 36.4 45.4 0.0 II

19.0 46.0 30.2 4.8 63

11.8 50.0 29.4 8.8 34

11.6 55.8 26.8 5.8 86

18.2 36.4 18.2 27.2 II _-
19.4 29.0 30.6 21.0 62

14.7 7.1 20 6 17.6 34

17.2 40.2 27.6 15.0 87

10.0 20.0 20.0 50.0 10

24.2 50.0 22.6 3.2 62

20.6 55.5 11.8 11.8 34

21.8 60.9 13. 3.5 87

10.0 30.0 40.0 20.0 10

134 AS 51 AAS 104 cc 28
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PLEASE INDICATE BOTH YOUR INITIAL MONTHLY SALARY UPON LEAVING_ SAC AND YOUR
PRESENT SALPtPY ippendi s D Taf,-.'s -A, 13-B1 and 13-C

This ques ion gives a realistic

can expect to e'Llr! initially and

In the Associate of Applied Scie'

group the salary by technical areL,

f how much money our graduates

od of time in the work force.

_uch more realistic to

medical assisting, data

processing, etc.) than to combine them because each area has a unique

salary pattern. It is also believed that the longer the period of time the

graduate is away from SAC, the less co relation there will be between at

was done for the graduate at SAC and what he has done fair himself since

graduation. Some of the 1972 graduates now have bachelors and masters

degrees. Their initial salary could be $1200 and up. While SAC did give

them the first two years it would he foolish to say that it is through

our efforts alone that +e graduate arted at this initial salary.

One trend that is c is tha. fter a graduate has been in the

work force for a period o time he makes morn money Lhan he did initially.

There is also a trend toward a higher initial salary in 1974 in nearly all

areas. There is more movement between the Associate of Arts graduates'

initial salary and their present salary than in any other group. The

Associate of Scienc -rAd

any other gLoup.

had a much higher initial salary than iv



ASE
NTHLY

AND YOU1

NPrCATE BOTH YOUR _JNITLAL_
ANY UPuN LEAVING SAC

II J 'IT I'ALARY.

INITIAL

A

20.5 0.0 23.2

15'9 10.5 15.4

6.8 15.8 15.4

20.5 5.3 15.4

7 36.7 7.7

2.3 15.8 11.5

4.5
3'8

4.5 0.0 0.0

12.5

50.0

?972

SALARY

UP TO 300

300 -

400 - 499

0.0

0.0

25.0

600

700 -

APPN I ThLL , Lo

PRES N'

ASAAS CC

4.4 0.0 3.8 0.0

2.2 0.0 3.8 0.0

6.7 21.1

7

800 -

0 . 0 900 - 999

0.0

6.7 10.5

6.7 5.3

5.3

11.6 0.0

23.) 37.5

3.8 0.0

15.4 12.5

11.6 25.0

15.4 1.5

3.0 0.0

0.0 0.0

.79 25
Numl,er of Respc7Idents

_

79 25

44 26 8

32 1

Numb( r of Arers to
Lhis quest:I'm

45 19 26

Percrill Refvf.nse to

k 0 Al 3 .72 7 th ri9c;sLi2us ,_57

94

87
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PLEASE_INDICATE BOTH YOUR INITLAL
MONTHLY SALARY
AND YOUR PRESENT SALARY.

N LEAVIN ; SAC

1973

APPENDi

INITIAL

CC

SALARY

2.5

9.3

11.9

PRESENT

CC

0.0

9.1

AM AS

5.3

2.6

5.3

AAS

1.9

5.7

14.3

14.3

10.8

16 2

22.2

24.0

46.2

7 7

UP TO 300

300 - 399

400 - 4995.4 22.2 15.4 21.0 27.2

11.8 5.4 10.2 30.7 500 - 599 10.2 10.5 29.4 9.1

7.6 21.7 6,5 0.0 600 - 699 11.1 2.6 8.6 9.1

13.4 16.2 4.6 0.0 700 - 799 0.2 5.3 7.6 9.1

8.4 5.4 1.9 0.0 800 - 899 7.6 15.8 8.6 0.0

9.4.: 0.0 2.8 0.0

--

900 - 999 9.3 1.8 3.8

5.9 8.1 5.6 0.0

0.0

1000 - 1099

1100 - 1199

8.5

5.9

I 3.2

0.0

6.7

2.9

18.2

0.00.8 5.4 0.0

4.2 5.4 0.0 0.0 1200 - UP 13.5 23.6 3.8 9.1

2_26 58 L38 , Number of Respondents
226

7 108_

Number of Answers to
this question 118 105

Percent Response to



PLEASE INDICATE BOTH YOUR INTTT
NONTM _SALM' 'ON LE, INC. SAG

AND yop1,1_1.,_ N. A AM'

INITI

AS MS GC

1974_

SALARY

APPENDIA 0 TABLE 1J-L

_PRES:ENT

_

20.0 8.8 12.8 0.0 UP TO 300

300 - 399

9.8 0.0 2.5 0.0

5.9 15.1 11.1 6.6 3.1 3.7 10.0

0 14.7 23.3 44.5 400 499 14.8 18.8 1.8 0.0

2.9 11.6 22.2 500 - 599 6.6 3.1 19.8 40.0

.0 17 7 10.5 22.2 600 699 11.5 3.1 16.0 10.

6.7 20.6 7.0 0.0 700 799 13 0 18.8 8.6 10.

II,/ 17.7 0.0 800 - 899

-

13.0 34.4 4.9 20.0

0.0 5.9 5.8 0.0 900 999 6.6 3.1 4.9 0.0

0.0 2.3 0.0 1000 - 1099

1100 1i9

3. 9.4 6.z 0.0

3.3OQ37O.O1.7 2.9 2.3 0.0

5 0 2.9 3.5 0.0 1200 UP 11.5 6.2 9 9 10.0

_60

_

_9

Number of Respondnts

Number of Answers to
this question

134 104 28

66,7 82,7

Percent Response
this question_ 45.5 62.7 77.9 35.7

96

89



EA: IA -1 i flrE OLJRCE os HLTFUL 1 CEITING YOUR INITIA
JO Append - Table 14)

The h-zIgti

oration of uidt

r espea 0 tills question has prompted the consid-

another ea tegor "I already had the job when I enrolled

at SAC.' -fhj s roporise the mos t prodoinant in the answers. Other

re SpO11S2 t ha t ' quen1y checced 'Relative or friend" and

"answerad rj aJec tioernont." This shows that many of our graduates do

have th u,itlative to go out and seek a j ob on their own without relying

on the chcooi to k; et it for theta. -There were certain trends however. The

As 8o-o iat e ed Sc ienee got j bs e of ten through the college

ao tiviti_es than tile c-Jthe th ree groups . The Associate of Arts relied more

heavily on relritives or t rierds than nr'y other group.
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TO WHAT EXTENT HAVE YOU CONTINUED YOUR EDUCATI N S INC
(See Appendix D - Table 15)

"Took 2ourses at a four-year cullege" is clearly the most comnon

answer of AGSOC ate ot Arts, the Ass ciate of Science, and the Ce tifi

cate of Cc.rnpletlan graduates. The Associate of Applied Science graduates

checked "none -ost often. This indicates that in many cases the Associate

of Applied Science graduate feels that his formal education is complete,

and he does not continue in school. However, there is a slight trend

to.ard more Associate of Applied Science graduates to continue their

education a_ a four year school. This ma- be due t_ the fact that more and

mcre four year schools nat accpt he crodits reLeivod In an Associate

Apo:lied Science program.
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IT_YOU.HAVE CONTINUED_YOUR_EDPCATION SINCE LEAVTNG SAC- PLEASE MARK EACH
RE AN FOR SUCH FURTHER EDUCATION OR TRAINING WHI-G41 APP
(See Appndi D Table 16

The responses chosen with the highest percent for all areas were,

"For my own general education and personal satisfaction," and "to prepare

for "LitAire job opportunities in present position." P rhaps, other respoases

should be added such as: "a four year degree is generally required for the

field in which I plan to enter" and "VA benefits." The separation of day

and evening division graduates might prove to change the percentag_o in

some of rhe areas.

10 1



I
F
 
Y
0
4
2
 
H
A
V
E
 
C
O
N
T
I
N
U
E
D
 
Y
C
E
.
F
1

E
D
U
C
A
T
I
O
N
 
S
 
I
N
C
E
 
L
E
A
V
I
N
G
 
S
A
C

P
L
E
A
S
E
.
 
M
A
R
K
 
E
A
C
H
.
 
R
E
A
S
O
N
 
F
O
R

S
U
C
H
 
F
U
R
T
H
E
R
 
E
D
U
C
A
T
I
O
N
,
 
O
R

1
9
 
7
2

1
9
1
3

1
9
7
4

T
R
A
I
N
I
N
G
 
1
,
1
H
I
C
1
1
 
A
P
P
L
I
E
S
 
T
O
 
Y
O
U
.

A
A
.

A
S

A
A
S

C
C

A
A

A
.
S

!
J
A
S

C
C

A
A
.

A
S

A
A
S

C
C

T
O
 
P
R
E
P
A
F
E
 
F
O
R
.
 
F
U
R
T
H
E
R
 
2
0
3

O
P
P
O
R
T
U
N
I
T
I
E
S
 
I
N
 
P
R
E
S
E
N
T

P
O
S
I
T
I
O
N

T
O
1
 
I
M
P
R
O
V
E
 
S
K
I
L
L
S
 
A
N
D

A
B
I
L
1
T
I
 
E
S
 
I
N
 
P
R
E
S
E
N
T
 
J
O
B

2
6
.
.
7

1
7
.
 
8

2
.
0
.
0

4
0
.
 
0

2
 
1
.

2
2
 
.
2

2
1
.
8

2
0
,
 
0

2
7
 
.
5

2
7
.
 
3

2
8
.
9

2
6
.
2
.

7
.
9

2
2
.
2

2
0
.
0

6
7

1
0
.
 
7

1
3
.
6

1
8
.
 
0

1
1
.
.
1

1
1
.
 
8

1
4
.
5

1
9
.
9
1

9
.
5

F
O
R
 
M
Y
 
O
W
N
 
G
E
N
E
R
A
L
 
E
D
U
C
A
T
I
O
N

O
R
 
P
E
R
S
O
N
.
4
1
 
S
A
T
I
S
F
A
C
T
I
O
N

3
4
.
 
7

2
7
.
8

4
3
.
 
3

4
0
.
0

3
6
.
7

3
7
.
 
0

3
3
.
9

3
1
.
1

3
9
.
5

1
6
 
.
4

3
2
.
3

3
1
.
0

T
O
 
C
H
A
N
G
E
 
O
C
C
I
T
P
A
T
 
I
O
N
S

1
5
.
5

0
.
0

3
,
 
3

0
 
.
0

1
6
 
.
2

6
.
2

1
0
.
 
5

1
5
 
.
6

9
 
.
 
1

7
 
.
2

6
.
 
6

1
1
 
.
 
9

I
T
 
I
S
 
D
T
 
E
C
T
E
D
 
B
Y
 
M
Y
 
D
T
 
L
O
Y
E
R

1
.
 
0

8
.
 
3

0
 
.
0

0
 
.
0

3
.
 
2

6
 
.
2

0
.
 
0

4
 
.
4

1
 
.
1

0
 
.
0

5
 
.
 
R

0
.
 
0

O
T
H
E
R

1
3
.
9

1
3
.
9

1
3
.
 
L
'
,

1
3
.
 
3

1
1
,
 
4

1
4
.
 
8

9
 
.
 
0

1
7
.
 
8

1
6
,
0

1
4
 
.
6

7
.
 
4

2
1
.
 
4

N
u
m
b
e
r
 
o
f
 
R
e
s
p
o
n
d
e
n
t
s
,

N
u
m
b
e
r
 
o
f
 
A
n
s
w
e
r
s
;
 
t
o

t
h
i
s
 
q
u
e
s
t
i
o
n

1
0
0
2

1
0
0
7
.

1
0
0
0
%

1
0
0
2

1
0
0
2

1
0
0
2

1
0
0
%

1
0
0
%

1
0
0
2

1
0
0
%

1
0
0
2

1
0
0
%

7
9

2
5

3
2

1
1

2
2
6

5
8

1
3
5

3
3

1
3
4

5
 
1

1
0
4

2
8

1
0
1
1

3
6

3
0

1
5

3
0
8

8
1

1
3
3

4
5

1
8
7

5
5

1
2
1

4
7

P
e
r
c
e
n
t
 
o
f
 
R
e
s
p
o
n
s
e

t
o
 
t
h
i
s
 
q
u
e
s
t
i
o
n

N
o
t
 
A
;
 
p
l
i
c
a
b
l
e
 
b
e
c
a
u
s
e
 
o
f
 
m
u
l
t
i
p
l
e

r
e
s
p
o
n
s
e
.
 
p
o
s
s
i
b
i
l
i
t
y
.



96

IF you RAVE CONTINUED YOUR EDUCATION, WAS TUE CURRICULUM IN_WHICE YOU WERE
ENROLLED AT SAC _RELATED _TO YOUR LATER STUDY? See Appendix D Table 17)

For chase graduates who did continue their education, approximutely

ninty percent continued in the same or related field of study as !heir

ma or at San Antonio College. There is no particular trend established

in order to draw any definite conclusions. This is good information to

have but of no particular value by itself. It would be helpful to know

if the total per entage of grad ates who continue their education is the

same percentage as the respondents. There may be some bias in this area

because of the small number of respondents.
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DJ') YOU AT_ANY TIME CHANGE _FROM_ONE CURRICULU}1 TO ANOTHER WHILE AT SAC7
(See Appendix D - Table 18)

The majority of the praduates did not change their major while at

SAC. The group that consistently showed the highest change rate was tie

C- tificate of Completion graduates. We believe the Cer ificate of Com-

pletion graduates are uncertain of what they want to do and do not complete

the requirements for any of the reguiar Associate degrees. Approximately

twenty-five percent of all respondents stated they did change their

curriculum while at SAC. Approximately the same or a slightly higher

percent used the counseling office regularly (Table 6). The remaining

seventy- ive percent (approximately) did not change their curriculum

while et SAC.
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'R TO SUESTION 4 WAS_"YES"_ YLEASE MARK THE RE _SOI S F

CULUM (See Appendix D Table 19)

For toe grad did change their major, the primary rea on

wa "a change in career goals." Another reason for ehan-,ing curriculums

was "wrong choice in the first place." From fifteen to twenty percent

of all respondents who changea curriculums changed for this rea,on. This

could mean that there is a peat need for career educatIon on the college

_ as well as on the high school level.
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HOW_WELL DID SAC PREPARE YOIJ _IN FAO OF THE FOLLOWINC A P TTS?
(See Appendix D - Tables 20-A) 20 and 20-C

With this question a generally positive attitude to. ard preparation

at SAC is found. There were two specific points which were significant.

First, question E (knowledge about career opportunities) consistently

received the most negative response of all the questi ns. This means that

while SAC does well in _o areas, it neglects to educate the students in

the areas of job availability and where the graduates can use the skills

learned. The other trend is that the Associate of Applied Science gradu-

ates felt more positive about questions A (technical krL ledge and under-

standing) and B (job or learning skill) than did the other groups. The

Associate of Arts graduates consistently scored a higher rating on the

areas of que _ on C (getting along with people) and D (self-understanding).

One item of interest which may or may not be valid is that in all but

five cases, the highest percent of responses were in the "g d" section.

This can meart a number of things. It could show the genetally accepted

idea of rating everything positively. It could show apathy on the gradu-

ates' part. it could even mean that the respondents w ..e gettim tired of

answering the questionnaire.
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(j ) SELF-MERSTANDING

AA

MS

CC

AS

MS

CC

AA

AS

AAS
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NUMBER OF

11.8

25.0

25.8

10.0

54.0

62.5

67.7

60.0

23.7

12.5

6.5

20.0

10.5

0.0

0.0

10.0

76

24

31

10

12.5 44.5 33.3 9.7 72

25.0 41.7 25.0 8.3 24

19.4 58.1 16.1 6.4 31

10.0 50.0 20.0 20.0 10

21.3 60.0 16.0 2.7

20.8 62.5 12.5 4.2 24

17.2 62.1 13.8 6.9 29

0.0 70.0 20.0 10.0 10

21.3 60.0 18.7 0.0 75

17.4 60.9 17.4 4.3 23

U? 9 67.7 16.1 3.2 31

10.0 60.0 20.0 10.0 10

6.8 41.1 37.0 15.1 73

20.8 41.7 20.8 16.7 24

12.9 48.4 22.6 16.1

O.0 50,0 30.0 20.0 10

22.1 62._: 14.3 1.3 77

41.7 20.8 12,5 24

12.9 48.4 32.3 6.4 31

9.1 63.6 13.2 9.1 Ii
29.9 66.2 3.9 0.0 77

20.R 79.2 0.0 0.0 24

15.6 71-9 12.5 0.0 32

27.3 63.6 9.1 0.0 11

11 0
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1 DI 'SAr PRITARE U

1111; FOI,WW1 NI:

ECFINICAL RNOVIEVCE
AND UN DERSTAIND1 11G

b ) JOB AliN

- CETI" INC ALONG
pEo PLE

(I) EL F-CIN D ER5BANDI

SK IL W

IMC:E AND _IT CAREE B

OP oKru zwyt E S AAS
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.AS

MS

CC

.AA

CC
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I ) CoM;1UN C AT ION SK ILLS AS
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cuIr EDucATic

AA
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CC

SUPERIOR G COI)

1973

FAIR

A['PENDi. ij IABLE 11- ,

rOOR
NUM13ER OF

RESPONSES

16.3 53.4 22.1 8.2 208

19.6 62.5 16.1 1.8 56

39.6 51.1 8.6 0.7 139

6.3 53.1 37.5 3.1 32

12.7 43.9 32.5 10.9 212

10 .7 50.0 33.9 5.4 56

31.9 52.5 14.2 1.4 141

6.7 33.3 40.0 20.0 30

26 .6 53.7 16.1 3.6 218

18.2 61.8 14.5 5.5 55

18.2 60.6 18.2 3.0 137

18 8 50.0 25.0 6.2 32

27.6 17.0 18.9 6.5 217

17.9 57 .1 25.0 0.0 56

13.8 58 .7 21.0 6.5 138

15.6 46 .9 25.0 12.5 32

12.7 34 .7 30.5 22.1 213

12.5 44 .6 28.6 14.3 56

21.7 42 -0 29.0 7.3 138

9.1 27 .3 21.2 42.4

25.8 54 _9 18.4 0.9 217

10.5 64 .9 24.6 0.0 57

23.0 51 .1 23.0 2.9 139

18.8 46.9 15.6 18.8 32

35.7 58.5 5.8 0.0 224

22. 8 66 .7 1u.5 0.0 57

21.0 67.4 10.9 0.7 138

27.3 57.6 15.1 0.0
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16.3
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23.1

49.6
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30.8

8

8.2

7.7

34.6

11.3

4.1

0.0

11.5

115

49

104

26

46.2 7.7 117

14.3 53.1 26.5 6.1 49

34 3 51.0 13.7 1.0 102

24.0 24.0 24.0 28.0 25

26.8 58.3 11.8 3.1 127

19.6 51.0 23.5 5.9 51

23.8 58.4 14.9 2.9 101

23.1 38.5 34.6 3.8 26

30.2 / 55.6 10.3 3.9 126

16.3 57.1 24.5 2.1 49

21.4 58.2 17.5 2.9 103

25.9 48.2 22.2 3.7 27

14.0 28.1 37.2 20.7 121

8.0 54.0 24.0 14.0 50

20.4 46.6 25.2 7.8 103

11.1 51.9 14.8 22.2 27

32.3 48.9 14.9 3.9 127

14.0 68.J 14.0 4 0 50

24.8 52.4 20.8 2.0 101

29.7 37.0 18.5 14.8 27

34.6 58.3 7.1 0.0 127

23.5 72.6 3.9 0.0 51

27.2 63.1 8.7 1.0 103

32.1 57 10.7 0.0
...__ .
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112
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APPENDIX E

1 1 3
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SAN ANTONIO ./LE

JOB PLACEMENT OFFICE

Dear SAO Graduate,

1300 SAN PEDRO 2 734.7311 SAN ANTON! O, TEXAS 78284

Please allow us to be one of the first to congratulate you
on your pending graduation from San Antonio College. We trust
this point will be only a stepping stone to great achievements
for you.

The Job Placement Office is available for your use either
now or at a later date if the need arises. Many businesses
call us for graduates with backgrounds in various areas of con-
centration.

Approximately six months from your graduation date, you
will be receiving a Follow-Up survey form from us. The purpose
of this survey is to give you an opportunity to help us evaluate
our school and the many programs and services we have tried to
make available to you. When it arrives, please take a few
minutes to fill it in.

sde

Again congratulations on your graduation.

Sincerely yours,

Rayfor T. Lewis
Placement Director

1 7

r 4:2
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SAN ANTONIO COLLEGE

JOB PLACEMENT OFFICE

Dear SAC Graduate:

1300 SAN PEDRO (512) 734.7311 SAN ANTONIO, TEXAS 78284

Please allow us to be one of the first to congratulate
you on your graduation from San Antonio College. We trust
this point will be only a stepping stone to great achieve-
ments for you.

The Job Placement Office is available for your use
either now or at a later date if the need arises. Many
businesses call us for graduates with backgrounds in various
areas of concentration.

Approximately six months from your gradu. ion date, you
will be receiving a Follow-Up survey form from us. The pur-
pose of this survey is to give you an opportunity to help us
evaluate our school and the many programs and services we
have tried to make available to you. Ullen it arrives, please
take a few minutes to fill it in.

sde

Again, congratulations on your graduation.

1 1 9

Sincerely yours,

Rayfor_ T. Lewis
Placement Director
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MASTER DATA RECoRD surpLE ORM

Use this form when 'i11ing out t. e M_ster Dat
print and fill in the blanY.c left to right startin-
Ansver all questions to thc best of your abilit:).

(20
(21

(22
(23

(24)

(25)
(26)
27)
8)

(29)
(30)
(31)
(32)
(33)

Record. Pie se
(1) through 41).

Social Se urity Number
Last Name
First Name
Middle Initial
Street Address Present)
City
State 1=Texas, 2=Other
Zip Code
Area Code
Phone Number
Sex M=Male, F=Female
Ethnic 1=Cauensian, 2Arnerlean Indian. 37'n-rick,

5=Mexican American, 6=0 her
Birth Date Month, Day, Year
Veteran 1=Yes, 2=N3
Permanent Street Address (If dif crept from

Permanent City
Permanent State 1=Texas, 2=0ther
Permanent Zip Code
SAC Major
01-Associate
02-Associate

of Art, Majo'.1
of Science, Major?

03-0ertificatc of Completion, Ma,
Associate of Applied Science in
04-Advertising Art, 05-Air Conditioning ant
06-Business Technology, 07-Child Developmeu
09-Dental Assisting, 10-Drafting, 11-E1eetro
Tech., 13-Fire Science, 14-Hea1th Care M.--
16-Law Enforcement, 17-Legal Assistant, 1

4=0 len -1,

efrigerat i_n,
08-Data Processing,
ics, 12-Engineering
15-Home Building,
h ary Technology,

19-Medical Assisting, 20-Mid-Management, 2I-Mortuary Science, 22-Muni-
cipal Administration, 23-AD Nursing, 24-I'roduction Management,
25-Rea1 Estate Mgt., 26-Rad1o, TV. YiJm
Mnjor, it- not included in list
Date Graduated
Do you plan to continue educnt en 1=Ye
Nene of college, abbreviate if possible
I.E. Texas A & M. A M

Do you desire Job placement 1=Yes,
Are you presently employed 1=Yes, 2=No
Company Name
Are you working in the field of study In which ou majored 1=Yen 2wtv,

Drite Employed Month, Year
Date Terminated Month. Year
Monthly Salary (Present)
Telephone Num), which your nupervi rr can
Supervisors Title I-Mr., 2-Mrn., 3-M 4-Ms

2=No

Supervisors Name (

Questions ( 4) to 41) sac

co!_actcd
5-Pr.

as questions (26-33)
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A., _ !

_1.

z

( 5 )

1 _ _t L. _l___L_L__ I

(7
L 1_

( 9 ) ( 3n) (Ln) (12> (j3)
02

1 1

(1 6 )
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UNITED STATES POST OFFICE
Fort Worth, Texas 76101

INSTRUCTIONS FOR MAILERS OF THIRD-CLASS BULK MAIL

GENERAL DESCRIPTION OF THIRD-CLASS MAIL

Mail matter of the third-class shall include books, circulars, catalogs and
other matter wholly in print (except newspapers and magazines entered as
second-class matter), merchandise and all other mailable matter that is not
included in the first, second or fourth class. Printed matter is paper on
which words, letters, characters, figures, or images or any combination thereof,
not having the character of actual or personal correspondence, have been repro-
duced by any process other than handwriting or typewriting (automatic or electric).
Each piece may weigh up to, but not including, 16 ounces. There is no maximum
size -- see Item 9 for minimum size.

INSTRUCTIONS

A bulk mailing fee o $30 must be paid for each calendar year by or for
any person who mails at the bulk rdtes (January 1 to December 31), giving
you the right to mail your mateial durin9 that year at the reduced rate
of postage. A word of caution -- all material mailed under your bulk
mailing fee must be clearly and positively identified as your material,
preferably in the text of the m.atter itself. Material turned over to you
by other persons may not be mailed under your bulk mailing fee..

2. Each mailing must consist of separately addressed identical pieces separately
addressed to different addresses in quantities of not less than 50 pounds or
of not less than 200 pieces. Lesser quantities my not be moiled at bulk
rates. "Identical" means pieces of the same size, weight and number of
enclosures. Color and textual content may vary.

Identifying words must be printed or rubber stamped either in or ad'acent to
permit imprints, meter stamps or precanceled stamps:

a. BULK RATE (or BLK. RT.) by regular mailers.

b. NONPROFIT ORGANIZATION (or NONPROFIT ORG.) by authorized nonprofit
organizations.

4. A mailing statement must be presented with each mailing. Each item on the
mailing statement must be filled out, either in ink or by typewriter. The
wailing .statement_must bear d headwritten signature. Use Form 3602 for
permit imprint mailings and Form 3602-PC for mailings bearing meter or
precanceled stamps.

5. Bulk mail must be brought to a po t office or station. DO NOT PLACE IN MAIL
BOXES. Hours for receipt of mail in the Weighing Section, Main Post Office,
are 3 a.m. to 6 p.m., Monday through Friday, except holidays.

13:



Postage may be paid in one of three ways:

a. B use of os a e meter, BULK. RT. slug must be used. Omit date from
the me er impression, unless tapes are used. When meter tars are used
on third-class mail, the month and year must be shown, but the day may
be omi ted.

b. pi use o ecanceled stam-s You must have a permit to buy precanceled
stamps, but there is no charge for the permit.

c. pyipirTILL_Llarilt There is a $15 fee for this p2rmit. This permit does
not expire as long as you make one mailing each twelve months. The indicia
must be printed or rubber stamped and must be large enough to be perfectly
legible. Acceptable forms of permit imprint indicia are illustrated. Ihe

permit number to be shown will be assigned to you by the Main Post Office
Information Center.

BULK RATE
U. S. POSTAGE
PAID

FORT WORTH, TX.
PERMIT NO. ---

NONNOFIT ORG.
U. S. POSTAGE
PAID

FORT WORTH, TX.
PERMIT NO. ---

Money for postage on permit imprint mailings must be on deposit before mail
will be released from the Weighing Section. This is the mailer's responsi-
bility. All fractions of postage are carried to the next higheF ffgu-re:

.

Bulk rates of postage:

f the total postage computed at the pound rates does not amount to the minimum
ra e per piece or more, postage must be computed at the minimum charge per piece.

a. MINIMUM RATE PER PIECE
ON "AUTHORIZED
NONPROFIT ORGANIZATION" . 1.8ct each

MINIMUM RATE PER PIECE
ON ALL OTHER MAILERS

* First 250,000 pieces * Pieces in excess

mailed during calendar of 250,000 mailed
ear duirdar_earr

6.l 6.3(t

* The 250,000 piece limitation must include all those made at bulk pound
rates and at minimum per piece rates, at all post offices, under any
name, for each durrent calendar year. It is the responsibility of the
mailer or his agent to make available upon request of postal officials
whatever information is necessary to show the payment of correct minimum
pier piece rates on all mailings made during each calendar year.
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7, Bulk rates of postage: Continued)

C.

Books and catalogs_having 24 or
more bound pages with at least
22 printed; seeds, cuttings, bulbs,
roots, scions and plants.
(See #8 below.)

All matter, except the items above,
not included in the first or
second class.

Approved Nonprofit
Or anizations

9t per pound
or fraction

llt per pound
or fraction

All Other

Mailers

28t per pound
or fraction

32t per pound
or fraction

Regulations affecting third-class books and ca alogs of 24 or more pages:

The pages of a 24-page book or catalog must be Stapled together with at least
two staples or glued, sewn or otherwise permanently fastened together. Loose-
leaf books are not acceptable at this rate. At least 22 of the pages must be
printed. Loose enclosures are limited to the following:

a. Single reply envelope, or reply card, or both.

b. Single order form.

c. A single printed circular that relates exclusively to the book or catalog.

d. If no other circular is enclosed a printed price list, listing only articles
in the catalog and showing the same prices and discounts.

9. Size, shape and raio of third-class cards and envelopes:

a. Minimum size:. 3" x 44". Cards, envelopes and self-mailers less than
in width or 44" in length are nonmailable.

Maximum size: There is no maximum size for third-class mail, but pieces
larger than 9" x 12" are not recommended.

c. Shape: Cards and envelopes having shapes other than rectangular are
nonmai ab e. For Postal purposes, a square is not a rectangle.

d. Ratio: Cards and envelopes having a ratio of width to length of less than
1 to 1.414 are not recommended.

10. Color: Use any licht color that does not interfere with legible address.
Brilliant colors must not be used nor paper with an overall design.

11. Addressing: Leave at least 3'2" of clear space, from top to bottom, at the
right hand end of the address side of envelopes and self-mailers. This space
will be used for the address, permit imprint, return address, etc. On large
envelopes or mailing pieces leave on the right end of the address side a clear
rectangular space of not less than 3" x 41/4" for the address, postage, etc.
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12. Sealing: The U. S. Postal Service recommends that third-class mail be sealed
or secured so that it -ly be handled by machine.

13. Written additions: You may address, date and sign third-class mail and you may
correct an error made in printing. Usually, any other handwriting or typewriting
will make yourmail first-class matter and not mailable at the bulk third-class
rate.

14. ZIP Code: All bulk third-class mail must be fully ZIP Coded and presor_ed by
the ZIP Code.

15. Return addresses: A return address should be placed on all mail However, a
return address is not required on third-class bulk mail which is not of obvious
value. If used, it requires a ZIP Code. Third-class bulk mail of obvious
value should bear a return address.

16. Undeliverable mail: When third-class mail that is not of obvious value is
undeliverable as.addressed, it is disposed of as waste unless the sender directs
otherwise. Endorsements that may be used are:

a. "Return Postage Guaranteed." Mail bearing these words is considered to be
of obvious value and will be transferred without charge to a new local
address. When it cannot be delivered, however, it is returned to the sender
marked "Undeliverable as addressed," and return postage will be charged at
the single piece rate.

b. "Forwarding and Return Postage Guaranteed." Mail bearing these words will
be transferred without charge to a new local address or forwarded postage
due to another post office. If the addressee refuses to pay the forwarding,.
postage, the piece is returned to the sender who must pay both the forwarding
and the return postage. If the piece cannot be forwarded because the new
address is notknown,it is given the "Return Postage Guaranteed" service.

c. "Address Correction Requested." The addressee's new address, or the reason
why the mail is undeliverable may he obtained by the sender by use of
"Address Correction Requested" or "Address Correction Requested, Return
Postage Guaranteed," or "Address Correction Requested, Forwarding and Return
Postage Guaranteed." The following conditions apply:

1) A piece weighing 2 ounces or less bearing "Address Correction Requested"
will be returned to the sender for a fee of lOct with the new address
or reason for nondelivery endorsed on the piece.

(2 ) A piece weighing more than 2 ounces bearing "Address Correction
Requested" will noI -1;e returned, however. The address informat on will
be placed on Form 3579 to be returned to the mailer together with the
address portion of the mailing piece. Fee is 1U.
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16. Undeliverable mail (Continued)

(3), When ci piece of any weight bearing the words "Address Correction
Requested, Return Postage Guaranteed" or "Address Correction Requested,
Forwarding and Return Postage Guaranteed" is forwarded to a new address,
Form 3547 will be used to furnish the sender the new address for a fee
of 104.

(4) When a piece, weight 2 ounces or less, bearing the words "Address
Correction Requested, Return Postage Guaranteed" or"Address Correction
Requested, Forwarding and Return Postage Guaranteed" must be returned
to the sender because the piece cannot be forwarded, the piece will be
marked with the reason for nondelivery and returned to the sender for
a fee of 1Cht. Under the same conditions, a piece weighing over 2 ounces
is returned to the sender with a Form 3579 affixed showing the:reason
for nondelivery. A fee of 10(t. is charged for the Form 3579, plus
return postage for the piece at the single piece third-class rate.

17. Miscellaneous:

a. Mail addressed to a foreign country may not be included in a_bulk mailing.
Call the Information Center for postage rates on foreign mail.

b. Matter bearing a permit imprint must not be mailed as an enclosure with
other mail. Obliterate the indicia before mailing under cover of another
envelope or cover with stamp or meter tape.

c. Consult the information Center for advice on layout, placement of addresses,
postage or indicia, return address, return postage, folding, etc. If
possible, a sample mailing piece should be presented for inspection. It is
suggested that new mailers allow us to approve the preparation of their first
mailing, prior to actual deposit in the mail.
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PRESORTING BY Z P CODE

124.43 (Postal Service Manual) Preparation by mailer of pieces in packages and sa_cks

a. Packages (bundle or tie of mail)
b. Sacks Post Office #2 or #3 canvas or nylon sacks)

.431 Package labels are used to show the destination of a package when the
destination cannot be determined by the arrangement of the pieces in the package
or by the sack label. Paper slips may be used as the package label or the top
piece or wrapper may be marked or stamped with the package label information
required. Label information must be legible.

The application of the package labels -- fold the label in half, putting the part
with the printing in the front of the package just above the individual address
and the back part behind the first mailing piece on the package. Be sure the
rubber band or string holds the label in place.

N 0 T E: Post Offices are now supplying the new color-coded labels to customers
presorting and bundling mail. The labels -- also called "dots" or
"stick-ons" -- are replacing the traditional facing slips for indicating
the makeup of letters and flats within bundles.

The proper position for the labels is the lower left-hand corner of the
mailing piece. However, if there is copy in this area, mailers can
place the dot higher on the left side of the envelope.

Customers generating a high percentage of mail which is presorted to
delivery units or sectional center facilities will obviously need more
dispensers with the "D" and the

.432 Maximum weight in a sack -- MUST NOT EXCEED 70 POUNDS.

.433 Sack labels or "dots" will be furnished by the Post Office. Print
information and iottp_erdorIcil. The top line on the sack label shows the desti-
nation of the sack. The second line shows the contents of the sack: CIRC shows it
to contain circulars with most of the sack being mixed ties; ORD P shows it to be
ordinary papers or mostly direct ties of circulars. The second line may show
CIRC-ORD P, CIRC, or ORD P -- any one of these three is acceptable. The second
line under Step D (2) of these instructions will also show the state that is
contained in the sack and under Step E (2) will show to be "Mixed States" in the
sack. The third line of the sack label shows where mailed.

.434 Sacks with unauthorized labels, tags or markings are not acceptable for
dispatch.

.435 The address on each piece must include the ZIP Code with the following
exceptions:
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.435 (Continued)

The ZIP Code may be omitted from pieces bearing a simplified address (See
Section 122.41, Postal Service Manual or ask for this information if needed),
pieces presorted and bundled by the mailer to city, rural or star carrier
routes, and pieces presorted to five-digit ZIP Code destinations consisting of
either a post office having one ZIP Code or the ZIP Code delivery unit in
multi-ZIP Coded post offices.

122.61 ZIP Code description is a five-digit coding system which iden .

fies each post office and each delivery unit at large offices and associates
each with the sectional center or major office through which mail is routed
for delivery. The first three digits identify the sectional center of a
major city. The last two digits identify the post office or other delivery
unit.

122.64 Placement of ZIP Code. The ZIP Code should appear on the last line

of both the address of destination and return address following the c±,-

and state. (The word "City" is not acceptable in lieu of the name.

.436 Packages and sacks. When there are 10 or more individually addressed
pieces to the destinations described below, they must be securely wrapped or tied

together as a package by the_mailer. You can use the large rubber bands furnished

by the post office to tie. (The mailer may package less than 10 pieces in the

same manner.) Packages must be sacked by the mailer when there are enough for
the same destination to fill approximately one-third of a sack (approximately_20

pounds or more). The sack must be labeled to show the destination of the mail

in the sack.

STEP A 7 Five-digit Z_IP_Code

(1) Packages. Packages should not be any thicker than four inches or the

width of the mailing piece. The mailer must prepare packages addressed

to the same five-digit ZIP Code delivery unit. The pieces in the package

must be faced in the same direction.

Sacks. Sacks containing five-digit Z P Code delivery unit packages must

be labeled in the following manner:

FT. WORTH TX 76101

CIRCS & ORD P
FR FORT WORTH, TX 76101

STEP B Mixed Ci_ty packages and sacks

) Packages. Pieces remaining for a multi-ZIP Coded post office after the

five-digit ZIP Code delivery unit packages (Step A above) have been

prepared must be made up as a "Mixed City" package. The package must
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STEP B (1 ) _Continued)

be labeled "Mixed City" or use the yellow "C." The label or dot may
be omitted when the packages are placed in a city sack and the top
piece in the package is turned or covered so that the individual
address on the piece does not show, thereby indicating that the package

_is to be opened for distribution. The post office will furnish a

pre-printed label, yellow in color, for this. The mailer should not

mark on the label and must not change it to indicate another separation.

(2) Sacks. Sacks containing Mixed City packages plus any packages for
five-digit ZIP Code delivery units not sacked as provided under Step A

(2) above, must be labeled in the following manner:

FT WORTH TX. 761

CIRCS & ORD P
FR FORT WORTH, TX 76101

STEP C Cen_er Facilit SCF es and sacks

(1) Packages. Pieces remaining for the post offices in a sectional center,
after the packages required under Steps A (1) and B (1) have been
prepared, must be combined into an SCF package and labeled "Mixed SOF"

or use the green dot "3." The label may be omitted when the packages
are placed ih an SCF sack and the top piece is turned_or covered so

that the individual address does not show, thereby indicating that the

package is to be opened for distribution. The post office will_furnish

a pre-printed label, green in color, for this. The mailer should not

mark on the label and must not change it to indicate another separation.

(2 ) Sacks. Sacks containing SCF packages, plus any packages for five-digit

ZIP Code delivery units and Mixed City packages not sacked under Steps

A (2) and B (2) must be labeled in the following manner:

SCF FT WORTH TX 760
CIRCS ORD P
FORT WORTH, TX 76101

STEP_D - State sacka es and sacks

(1) Packages. Pieces_remaining for a state after the packages required under

Steps A (1), B (1) and C (1) have been prepared, mAst be combined in a

state package and labeled "All for State" on face.or use the orange "S"

dot. The post office will furnish a pre-printed label, brown in color, for

this. The mailer should not mark on this label and must not change it to

indicate another separation. The label may be omitted when the packages
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STEP D (1 ) (Continued)

are placed in a state sack and the top piece in the package is turned
or covered so that the individual address on the piece does not show,
thereby indicating that the package is to be opened for distribution.

(2) Sacks. Sacks containing State packages plus any packages for same
state not sacked under Steps A (2), B (2) and C(2)must be labeled in
the following manner:

DIS FT WORTH TX 760
CIRCS ORD P TX
FORT WORTH, TX 76101

STEP E - Mixed States iacka.es a d _s.acks

(1) Packages. All pieces remaining after the packages required under
Steps A (1), B (1), C (1) and 0 (1) have been prepared must be combined
in a mixed states package and labeled "Mixed States." This label will
have to be prepared by the mailer, should use white paper, and the label
should cover the top piece so the individual address will not show.

Sacks. Sacks containing Mixed States packages plus any packages not
sacked under Steps A (2), B (2), C (2) and 0 (2) must be labeled in the
following manner:

DIS FT WORTH TX 760
CIRCS & ORD P STS
FORT WORTH, TX 76101

GENERAL RESUME OF THE INSTRUCTIONS:

Package labels, "dots," sack labels, rubber bands, sacks, mailing statements
will all be furnished by the Postal Service upon request.

June 1975
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LABELING PACKAGES OF MAIL

NO SLIP

SINGLE ZIP CODED CITY
Labl not required: Address and ZIP Code

on top piece of bundle shows destination.

All mail in this bundle is for Sandstone
and carries the same 6-digit aP Code.

John Doe

Fort Worth
end Dr.

LI'
, TX 76109

NO SLIP

5-DIGIT ZIP CODE AREA

OF hULTI-CONO CITY

Label not required: ZIP Code Identifies

delivery area of a multi-coded city. All
mail in this burille is for ZONE 09 of
Fort Worth, TX 761

PyiIXED C1TVALL FOR CITY ON FACE

hhil forseveral Zones of a Riati-Coded

city. Destination city mot be determined

from office in addreSs Or first three

digits of ZIP Code. All mai/ in this

bundle is for Dallas, TX 752

ALL FOR FIRST 3-DIGITS

OF ZIP CODE ON FACE

Bundle contains mai/ for aJsociatO WiCei
of same SCP. Ptrat_Three Digits: of ZIP
Code identifies SCF. All mat/ in this
bundle is for cities in Ohio.beginning
with 734

ALL FOR STATE ON FACE

This bundle contains mail for seue

citieS in the SAPF State.

144

MIXED STATES

This bundle contains mail for several

atates.
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Labding
with Picsur siire Labels

Ytw
PS LABEL C

Mt WtiiiAm Ant;
1734 AnyDiacd Blvd

YORK. PA 17104

Mined City-all for

multi-coded ay on face

PS LABEL 3 BI441 bS:RI onMntl Yaoll1702

for first 3-digits

of ZIP Code on face

°FEE
PS LABEL

_
_

Inn Smith
624 Elm Si

Danville 014 41014 11

all for Si on face

11112
PS LABEL F

COMPANY

1)7 Pa,h A,r
New Mit, y i001

all for MUi1 on face

PS LABEL 13 Si taLelhin3FISI4C:IC r'C Of CA 94109

.1 I

1 II! j1

1:1111

11111

Ii
,!--;D -all for 5-digit

ZIP Code area or single

ZIP CA)ded ciW on face

1E1,4,

NOTCE t APRIL 19

Non-standard package

label mixed states, split
states, foreign

1 4 .)
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SAN ANTONIO COLLEGE

PROJECT FOLLOW-UP

k corrections to Lb_ Informs Oil -bove ecesSary__
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Dear Graduate:

We are continually str ving to improve
our curriculum through periodic com-
munication with our graduates. You
can help us to help others by taking
a few minutes to complete this gradu-
ate survey. It will only require *
few mlnutes of your time. Your re-
sponses will not be used individually
but will be grouped together with
those of your classmates and will be
used only for WA study.

Please complete this survey form as
soon as possible and return it to us
in the enclose& self-addreSeed, Stamped
envelope. Feel free to make any com.
manta Which you believe will help us
develop a stronger educational institu-
tion. Thank you.

PLEASE CHECK APPROPRIATE BLOCK(S) WITH N EACH CATEGORY BELOW.
BEGIN
HERE SECTION a SECTION

your p
ee program

ma y purpose_ n camp
our college?

What 1

a tend

If YOU WAVE CONYINUED
YOUR EDUCATION, PLEASE
ANSWER THIS SECTION.

the nwea of your currCnt meat recan

) college?

IC=DImprovement of existing "job skills"
7EID1'repAration for Job to be obtained
3C-3University transfer credit
4CI_JPersonai and gennral interest
3=30ther (describe)

6-
Piva.V tudtrate Lhaao aCLIVIti MOSt trni

o you during each ol the following years
CHECK AS MANY AS APPLY IN EACH COLUMN.)

City end State

I was:
1971 1972 1913 1974

2=3= ,t(=1 Attending college (4 yr,)
r-j 11--1 2E14171 Attending college (other)

1C:=J 2C1:3 217:1 41 I Working in field related to pr
gtam completed at our college

07Z] 2E1 2E1 4LJ Working in other field
IC:73 2[71J 3E-1 Ei Unemployed, Looking for job
ILJ 2t=i3E--] alJ Unemployed, not looking for job
ABCD (traveling, homemaking, etc

what best dosm-rjbo s your RIEADIL _
CHECK ALL THAI' APPLY----

IEDFmploypd, foil time
2= ETV i0yod port time
3L_JUnemployed
4L:1Full-time homemaker
5I-71Looking for woik
sEDEnrolled in two=y,cc college
7E-1Enrol1ed in lour-year college
47710ther (describe)

us?

GO TO SECTION B

d you have problems transferring to the co lege

ndlcated above?

1F:Tics; whatt-
2c7 iic

IFT1Transferring credit hours
lj Tvanscript problems

NLDAdmission rnoblems
eEDOther (describe)

How eony credit hours earned at our college were
not accepted at the college indicated above?

IC:71AI' credit hours accepted
- 3 credit hours

3C=DL05 4 - 6 credit hours
4C_DLost 7 - 12 credit hours
SL:DLost 13 - 20 credit houra
8ETJLa9t more than 21 credit hours

--]

If vol.; ne eurtentIx enrelied In col_Lese. please4 indicate your current statue nnd classification at

the college indlcAted above.
---

Status 0111,,

Pert-time student IC:=3Junior
(Less than 12 hours) 2L.21S(-nior

21--)Full-time student 3417:3Groduate student

(12 or more boors)

jestion

How well OW the program yon enlpleted at our

5 .-
coj lege prepare you for continnog your education?

---- IC:21My preparation W19 eXelleilt
2(__jtl- preparation was satIstottory
31 _JCood in some areas only
4L-1Fair, out oll aras could have bpr. bettet
511:1My preparation was inadequate

Comments may b. made on reve.:se side.

17



LOC WITHIN EACH TE Y BSEA CHECK APPROPRIATE IVE1
0 What Ia the highest deg

NARK IN COLUMN D
you now hold? uo-nOt

D EVERYONE SHOULD
ANSWER THIS SECTION.

urite
in thin SECTION
sijigau_ _ _

_n this

IRMEDC=3 Associate (A.A. A.A S
2CDOCDCD8acheler's Degr (B.A
3MCDEXaMaster's Dpreo (M.A.,
4C:X=317.1CDPhM. or Ed.D.
SCE)CDCDIM.D., D.O., D.D.S., or

J.D. (Law)
70CI1IDEI.D. or M.Div. (Divini
SOO° I=C3 OtherASCD

WHAT ARE YouR FuTuRE DEGREE PLANS?
MAAX IN COL1NNS A, B, AND/OR G.

Plan tO get hefore 1976.
Nan LO get between 1976 and 1978.
Plan to got After 1918.

IC=None
C. In what field is

, A S.,
B.S., etc.)

M.S., etc.)

ci

If your current 'primary field ieployIiiJUTa
not related to the ptogrm y00 hairs cOmpleted

IL at ou:s college (as Specified in Section C)
please check each reason which applies. If
priurom is related to employment, go to Question

MOO
DODD

SECTION
IF you ARE vmeLoYED,
PLEASE ANSWER nits
AcTioN.

1(TJTranafrrred t a iour-year college
1C:=1Not aufficiontly qualified for a job in

my (leid ol college preparation
3E-1Preferred to work in another Cieid
4c:=3Found Letter paying lob in another field
3[77-1Could not find n job in field of prepar-

ation
6=worked previously in field of preparation,

but changed
flIDOther (describe)

IIS
your current a eld of mploymen

related to the program you have completed at
our college?

1C771Direetly related
2C=DSomewhat related
3EDNo (Ir NO, GO TO SECTION 0)

_

What is the job title ot your primary iield
of employment"?

job title_

a i your "primary 'eld of employment'

1H-17 t:c:les
49 miles

3C=D50 - 99 miles
4r iloo - 199 mites
M-1200 mile!t and ovtr
If -1you are employe( o 1-time. p e.P.0 inutuare
your matAly salary rane both during rile period
iasnediately after completing your program nt our
college and Your present salary. fhis informa-
tion. whin combined wirh other merrO,er of vow-
graduating elosr will pro%Ide valuable Informa-
tion to othei individuals in career planning.

Initial
Salary1= Up to

'4./00 to $199
$400 to $499
$500 to $594
SUDO to $699
$/00 (o $/94

to $899
999

41,00o to $1
$1,100 to $1
$1,200 - Up

099
199

Present
Salary1=
2EA

ArTD
5ED
6LD
7E1J
111:7J

91=1
mr:A

---J

How satisfied are you with your pros
5 field of employment"?

.. 1[771Extremely satisfied
2=Stitisfied
3 Neutral
41JUnsatislied
_CDExtremely ungatisiled
How would you rAte the picwrom you completed
our college in relation Lu its use101ness tO
in performing your joh?

1r7-11/ery Good 31 jNoural ar72jVery Poor
2= Gond arAl Poo r

_____

Would you recommend the p
at our college to Others?

1E:=1Yes
2C=1) No
IF NO, plea!-.e explain.

Have you completed credit coUrsrc
Since you completed your program?

lE=Dyes; how n ny hours? - 6

/ - 12

3=13 - L9
4[7730 - 18
51T-JMOte_than

of e e

"primary

Commen

UNIVERSITY

LOS ANGEL

0

OP
JUNIOR COLE(

THANK you FOR ASSISTING US If OUR SURVEY! PLEASL RETURN
THIS PORN IN THE PRE-PAID ENVELOPE AS SOON AS POSSIBLE!


